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BEACON Training-Welcome and Introductions

Introductions
Sign-in sheet

Tent cards

Rest rooms

Breaks

Parking Lots
Classroom etiquette

— Cell phones off

— Quiet side conversations

Welcome to the Create and Maintain Employee Data
course.

: “‘Ill]

State of North Carolina
Office of the State Controller

The course introduction is an opportunity to get to know others
who are attending class as well as to agree on classroom
courtesy. The Instructor will inform you about the building

facilities and when breaks will occur.

Please make sure you receive credit for attending class by
signing the attendance sheet.

Notes
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Prerequisites

BEACON Overview BC100
BEACON SAP Basic Navigation BC110

.

« Personnel Administration Overview PA200

Personnel Administration Terms, Concepts, and Display
Data PA210

State of North Carolina
Office of the State Controller

There are four prerequisites that you must take before attending
this course. Attending these prerequisites ensures that you are
adequately prepared with the new processes, concepts, and
terms that are needed for successful completion of the Create
and Maintain Employee Data course.

Notes
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HR Training Curriculum

BEACON Overview
BEACON SAP Navigation

Personnel Organizational Time Payroll Benefits
Administration Management Management Y

State of North Carolina

Office of the State Controller

The BEACON HR/ Payroll training program comprises several
courses and different modules. Based on your HR role, you will
attend courses in the Personnel Administration module.

Notes
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@18y ale NoA

Personnel Administration Training Curriculum

Personnel Administration Courses

PA Overview

IPA Terms, Concepts and Display Datal

AllHR Roles

|

]

l

]

l

!

}

Dual Employment
Maintainer

]

Grievances
Maintainer

]

-

Perf Rating
Mairitainer

Display Perf
Rating

Dual Employment
Maintainer

Create and Maintain Maintain - Advanced HR Master
L . Position Create and
Maintain Warnings Performance VN Short-term Data
" Vacancy Maintain " I~ I
Employee and Rating Postin Employee Disability Maintainer
Data Grievances (WBT) 9 Sat: for Time
HR Master Data Warnings Perf.Rating Mass Vacancy Post. HR Master Data Shortterm HR Master Data
Maintainer Maintainer Maintainer Maintainer Maintainer Disability Maintainer
Specialist

Position
Maintainer

|| Job Maintainer

il

State of North Carolina

Office of the State Controller

Within the Personnel Administration module, there are several
courses. Everyone attends the first course, Personnel
Administration Overview. Your position determines which additional
courses you may be required to attend.

In addition to the above courses, there are several web-based
courses available:

+ BEACON Overview
» Basic Navigation
+ Personnel Administration Overview (PA200)

Notes
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Course Map

Lesson 1: Personnel Administration Review

Lesson 2: Introduction to Actions

Lesson 3: Entering Employees into BEACON SAP

Lesson 4: Adjusting Salaries

Lesson 7: Updating Employee Data

Lesson 8: Updating Benefits Adjustments

Lesson 9: Connecting the BEACON Dots

)
]
}
J
Lesson 5: Promoting Employees ]
J
)
]
J
]

Lesson 10: HR Reports Overview

[
{
[
{
[
[ Lesson 6: Separating Employees
[
[
{
[
[

Lesson 11: Course Review ]

State of North Carolina
Office of the State Controller

Notes
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Course Objectives

Upon completion of this course, you should be able to:

» Recall terms and concepts from the Personnel
Administration Terms, Concepts and Display Data course

» Create new records associated with the life cycle of an
employee

» Describe the process for the various Actions
*  Modify existing employee data

» Explain how Personnel Administration Actions affect Time,
Benefits and Payroll

» Identify the options to access reports

- State of North Carolina
SLIDE 7 Office of the State Controller

Notes
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Course Results: (1 of 3)
Lesson 1. Review

— An activity designed to review of the terms and concepts
presented in PA210 PA Terms, Concepts and Display Data

Lesson 2: Introduction to Actions

— Conceptual information about entering Actions into BEACON SAP
Lesson 3: Entering Employees into BEACON SAP

— Hire a new employee into a vacant Position

— Hire a federal employee into a vacant Position

— Reinstate an employee to the same Position (which is vacant)

Lesson 4: Adjusting Salaries
— Adjust the salary of an employee
— Make an appointment change with salary adjustment

— Create a range revision (funds are available)

State of North Carolina
Office of the State Controller

Notes
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Office of the State Controller

Course Results: (2 of 3)

Lesson 5: Promoting Employees

— Promote an employee to a higher grade position with an increase in salary
Lesson 6: Separating Employees

— Separate an employee who is not receiving pay continuation

Lesson 7: Updating Employee Data

- Education - Bank Details

- Objects on Loan - Wage Maintenance (Balances)

- Adjustment Reasons - Family Members/Dependents

- Correct a record - Create a Range Revision (no funds)

- Separate an employee receiving pay continuation

State of North Carolina
Office of the State Controller

Notes
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Course Results (3 of 3)

Lesson 8: Updating Benefits Adjustments
— Create a benefits infotype
Lesson 9: Connecting the BEACON Dots
— Change a work schedule rule
— Change position infotypes
Lesson 10: HR Reports Overview
— Run the Employee List report

Lesson 11: Course Materials Overview

beacon
h i

rth Carolina
Office of the State Controller

State of North Carolina
Office of the State Controller

Notes
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Welcome: Strategy for Training

Your Instructor will describe the process, responsibilities and
the transactions — LISTEN

Your Instructor will demonstrate job-related tasks
performed in BEACON SAP — HANDS OFF

You will complete the exercises which allow for hands-on
practice in class — HANDS ON

Your Instructor will be available to answer questions while

you complete the exercises

State of North Carolina
Office of the State Controller

Notes

The Create and Maintain Employee Data Student Guide provides
a copy of the PowerPoint presentation used in the classroom
training. You will observe that space is available for you to write
notes. You can use the guide as a reference when you return to
the workplace. For example, you can use the exercises for
practicing in the BEACON SAP training environment.

You may also find it useful to take the Employee Self-Service and
Manager Self-Service courses although they are not required for
the PA curriculum. They are, however, mandatory for other
requirements.

V9_022409 Page 11
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Course Map

Ofce of the Stae Controle
Lesson 1: Personnel Administration Review

Lesson 2: Introduction to Actions

Lesson 3: Entering Employees into BEACON SAP

Lesson 4: Adjusting Salaries

Lesson 5: Promoting Employees

Lesson 7: Updating Employee Data

Lesson 8: Updating Benefits Adjustments

Lesson 9: Connecting the BEACON Dots

Lesson 10: HR Reports Overview

Lesson 11: Course Review

[ ]
[ )
[ )
E J
[ Lesson 6: Separating Employees ]
| |
[ )
[ )
[ )
[

State of North Carolina
Office of the State Controller

Notes
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Lesson Objectives

Upon completion of this lesson, you should be able to:

» Recall terms and concepts from the PA2710 Terms, Concepts,
and Display Data course.

= |dentify that entries made in PA affect an employee’s time,
benefits or pay

State of North Carolina
Office of the State Controller

Notes
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Instructor Demonstration

Review: PA210 Terms, Concepts, and Display Data Activity
Team Feud

— Instructor will access IT0001-Organizational Assignment
— Each field on IT0O001 will be discussed

— The fields result from PA entries and impact time, benefits,
and payroll

o See subsequent pages for detailed descriptions of
each field

State of North Carolina
Office of the State Controller

Notes

ITOOO1 is used as a review of the terms and concepts discussed
in PA210 because the infotype provides a comprehensive view of
the employee and the organization. The subsequent pages in this
lesson contain a detailed description of each area the instructor
will discuss.

All of the fields shown on ITO001 result from entries made by
Personnel Administration and affect an employee’s time, benefits
or pay. Therefore it is important that Personnel Administration
staff understand the relationship between these fields and how
they impact the employee.

V9_022409 Page 14
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Master Data

HR Master Data
» Centrally stored employee

information that is shared Employee/ Address
across modules within Position
BEACON SAP

« Examples: employee name,

address, SSN, basic pay,
position

SAP

/N

Basic Pay
Social Security
Number

State of North Carolina
Office of the State Controller

BEACON SAP stores employee data, called Master Data, in a
central database that can be shared across all BEACON modules.
Master Data contains the employee’s personal, position, and
organizational related information and includes all of the data
required for processing benefits, time, and payroll. Master Data
represents individual entries such as employee name, address, and
basic pay.

Generally, Master Data is information that remains the same over a
long period of time. Since BEACON SAP is integrated with other
modules, those modules can use HR Master Data as applicable.
This eliminates duplicate data entry. Likewise, HR can use Master
Data associated with other modules.

Notes
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Infotypes

BEACON SAP Personnel Manual Personnel Records
Records —

WR master gata_EGi Ok Evras Ulibespn Sefings System _Welp :
[ 1A CEe LUK DDLD BN @E -
% 1| Display HR Master Data :

Foi76320 B

‘ MAUREEN ADANK

EE growp A| SPAEmplorees Pers area 1701] wiiaite Resources Coms
EEsubgroup |A1| FTNFLSADT Pe Cost Center 1721610000| ADMI POLICY

Infotypes

[ State of North Carolina
. Office of the State Controller

Employee Master Data is organized into infotypes. Infotype is
the term BEACON SAP uses to identify the screens that make up
an employee’s personnel file. Just as you would have individual
pieces of paper in a file folder to comprise a manual personnel
record, you will now have electronic infotypes to comprise a
personnel record. Just think of an infotype as a screen of
information.

Infotypes are used to group related data fields together to form
units of information in the HR module. Infotypes form the basis of
the actions and sequencing that allow for easier and faster data
entry and updates.

Notes
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Subtypes
lFCé'SubM!es for infotype "Addresses" (1) 3 Entries found I =] 2
se
\ , AddresS =006
— \ (\nfoWPe 0006)
K2 LA E P
1 Permanentresidence * Permanent (1)
4 Emergency contact

5 Mailing address

» Emergency (4)
» Mailing (5)

\

(= Subtynes for infotype "Addresses” (1) _3 Entries found

Restiictions

State of North Carolina
Office of the State Controller

Notes
A subtype is an expansion of an infotype to hold additional

screens of information. For example, the State of North Carolina
will record not only an employee’s permanent address, but the
mailing address (if different from the permanent address) and
emergency contact information as well. Therefore, the
Addresses infotype (0006) contains subtypes (1, 4, 5) for those
additional addresses. Not all of the infotypes require subtypes.

V9_022409 Page 17
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Dates are Critical in BEACON SAP

» Every entry must have a beginning (effective) date
+ BEACON SAP automatically assigns an end date

* Infotypes can be manually assigned an end date

DE 18 State of North Carolina
_ Office of the State Controller

Every HR Action and infotype must have a beginning (effective) and
ending date. When records are created or revised you are required
to enter an effective (beginning) date. The BEACON SAP effective
date default is the current date. Therefore, when you are entering
data you must be especially diligent about entering the correct
effective date.

BEACON SAP automatically assigns an end date of 12/31/9999 to
the new or revised data. In addition, BEACON SAP assigns an end
date to the previous data (if applicable) for an Action or infotype. An
end date can also be manually entered by data entry personnel.

Notes
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Validity Periods

» Start and end dates that define the life span of an infotype
|@lv\(chpe Edit Golo Exras System Help

e B dH Q00 LHR HoLd D QR
Display Personal Data

JE]E

Personnel No! (76170320 Name HAUREEN ADANK

EE group A| SPAEmployees  Personnelar 1781 Wildiife Resources Commission
EE subgroup  |A1] FT N-FLSAOT Perm Status Active

Start 01/01/2007 To  [12/31/9993] Changedon [05/22/2007)  [HAHNED

=
Start date End date “iuw. co cu eus spen s

(4 TAH e LR Do BF 8
Overview Actions (0000)

il

PersNo 10

Name Katt Villaias

EEGroup A SPA Employees PersA 4601 Cultural Resources

EESubgroup B8 FT S-FLSAOT Tme

M Choose  (61/01/1808] 10 [12/3179999)
[StatDate  [EndDate  [Act [Action Type JActR [Reason for action IceTen ] B3
0110112008 12131/3999 70 New Hire (NC) 01 NewHire 30 | [

Start date End date

State of North Carolina
Office of the State Controller

The time span between the effective (start) date and an ending (to)
date is called the validity period. Although you will always know the
start date of a record, you usually won’t know the end date. For
example, if an employee is hired or promoted today the end date for
either of those records is unknown. To accommodate for that
uncertainty, BEACON SAP allocates an end date of December 31,
9999 (sometimes referred to as the end of time) for all current records.
When that current record ends, BEACON SAP applies the appropriate
end date.

When an entry in an employee’s BEACON SAP personnel record is
revised the old record is not lost or overwritten (unless it is a correction
entry). It just ceases to be the most current record. The old record
remains in the system as part of the employee’s history. Historical
records will have actual start and end dates; the current record’s end
date is 12/31/9999. In case of a correction entry, the incorrect data is
overwritten because you obviously don’t need a historical record of the
incorrect data.

When you use the overview function to view an employee’s infotypes in
BEACON SAP, some infotypes sort by date while others sort by other
information and then date. When the infotype sorts by date, the most
current record is always at the top of the list, with an end date of
12/31/9999. In PMIS, the current record was at the bottom of the list.

Notes
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Delimit

+ Application of an end date to a previous record
» History is created

» End date becomes the day before the effective date
of the newly created record

=4
Infotype Edit Goto Extras System Help

|@ 190 @00 CHE DDAD et
Overview Actions (0000)
Pers.No. 10
Name Katt Willaims
EEGroup A SPA Employees PersA |4601| Cultural Resources

EESubgroup 2
0se 01/01/1800| to 127317999

lActR eason for action [CIE_JSDJ F_rﬂ
nge Revision (RR) Full 3 1
romotion 31
New Hire 31

[ [startDate |EndDate  |Act [Action Type
01/02/2009 12/31/9999 ZE Range Revision (NC) 01
06/01/2008 01/01/2008 Z1 Promotion (NC) 01
{_[01/0112008 0513112008 Z0 New Hire (NC) 0

1E0]

State of North Carolina
Office of the State Controller

Delimit means to put an end date on a previous record. When the
new record for an infotype is created, BEACON SAP automatically
delimits the previous record to one day prior to the new record’s
effective date. This preserves history. Any record with an end
date other than 12/31/9999 has been delimited.

In the example illustrated above the employee’s original Action
was the New Hire and when it was entered, it had an end date of

12/31/9999.

On 6/1/2008, an entry was made to promote the employee. When
the effective date of 6/1/2008 was entered, SAP automatically
delimited the new hire record to 5/31/2008 and applied 12/31/9999

to the promotion.

In a similar manner, when a range revision was entered 1/2/2009,
SAP delimited the promotion one day prior and made the range
revision the most current record.

BEACON SAP is date driven so it is essential to understand the
concept of validity periods and how BEACON preserves history.

Notes
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Company Code

+ Twocompany codes —
NCO01 and NCO02 i

@ Dad e SRR Bhon BE 8

Display Organizational Assignment (0001)

Personnei No; 95301554 Name Whitney F Hutson

EEGroup (Bl  SPALaw Enforcement PersA |4701] Crime Control & Public Safety
EESubgroup [B1)  FT SFLSAOT Perm Statu_ Active

Start 03/19/2007] 1o 12/3179899)  Chng [08/24/2007 [GHENDRIX

Eliaiice sloctue

CoCode NCO1| STATE OF NC J
NCO1| 7day Nom
4700000000, CCPS Bus Area 4700)  Crime Control and Public Saft
Fund 472610601 STATE HIGHWAY P#
Func. Area 6000000OO000000 T
Enterprise structure
FE I N Payrarea 01 NC Monthly
CoCode NCB1| STATE OF NC Contract 5
Pers.area 4701| Crime Control & Public Safety Subarea
-
Position 59801018 HIGHWAY PATR
HIGHWAY PATROL SER
Job key 30003105]  HIGHWAY PATR
HIGHWAY PATROL SER
Org. Unit 14810505 4980221000
SHP - Troop B District 1 -
Org key 47014796200000

State of North Carolina

Office of the State Controller

A Company Code is an HR integration point with BEACON SAP
financial accounting. The State of North Carolina will use two
company codes: NC0O1 and NCO02.

All agencies use NCO1, with two exceptions. The two exceptions
are the Department of Transportation (DOT) and the Employment
Security Commission (ESC). These two agencies use NC02.

Notes
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Personnel Area

» Designates specific
agency for Payroll

» Assigned at the
Position level and
defaults to the

employee’s record

Infotype Edt_Goto Extras System Help

[e ugceeCHR Snos DEon

Display Organizational Assignment (0001)

=0 Swctus |

No| (95301554 Name Whitney F Hutson
B SPALaw Enforcement PersA (4701  Crime Control & Public Safety
EESubgroup B/ FT SFLSAOT Perm Statu _ Active

Start 03/18/2007 1o 12/31/8998| Chng 88/24/2007 | GHENDRIX

Enterprise structure
Lalad NCOIL_SIATE OFNC

Pers.area 4701 Crime Control & Public Szmyl Subarea NCB1|  7day Norm

gy TCPS Bus Ares 4700 Crime Control and Public Saft
Fund 472610001 | STATE HIGHWAY P/

Func Area |6000000800006NQ1
Personnel structure

EE group B]  SPALaw Enforcemen
EE subgroup  (B1|  FT SFLSAOT Perm

Payrarea (01| NC Monthly
Contract

Organizational plan

:eua"laqv CoCode NCOT STATE UF NT
osition
Pers.area 4701 Crime Control & Public Safety
S Saadead FETtetatatatatete] e
Org. Unit 14910505 4960221000
SHP - Troop B District 1 -
Org key 47014796200000

State of North Carolina
Office of the State Controller

The Personnel Area is used by Payroll to identify the specific
agency or department for whom the employee works. Personnel
areas determine where wages and salaries are posted to and
from where they are paid. The Personnel Area derives its 4-digit
code from the Business Area field number, dropping the last digit
and replacing it with a one. In the above example, the Personnel
Area # 4701 is the same as the Business Area 4700 when you
drop the last zero and replace it with a one. Some Personnel

Area examples are:

Company Code NCO1

e 1401 State Controller

* 1601 Environmental and Natural Sciences

e 7101 State Personnel

+ 8701 School of Science and Math

Company Code NCO02
+ 1501 Transportation

* 4401 Employment Security Commission

Notes
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Personnel Subarea

.

Defines Time

& Edit Goto Extras System Helj
Management rules E@ g— 1YL T i

ASSlgned at the POSItlon _Display Organizational Assignment (0001)

. [95301554 Name Whitney F Hutson

[EILRN 0 Swetwe |
level and defaults to the
. EEGroup B SPA Law Enforcement PersA [4701] Crime Control & Public Safety
employee S record EESubgroup [B1]  FT SFLSAOT Perm Statu__ Active

Stant 03/19/2007| 1o 12/31/9988] Chng [08/24/2007 [GHENDRIX

Enterprise structure
CoCode NCO1| STATE OF NC

Pers.area 4701 Crime Control & Public Safty Subarea NCO1 7day Norm
Cost Ctr 4700000000]  CCPS | & 20 In o

Fund 472610001 |  STATE HIGHWAY P/

Func. Area 60000BOBO0 1

01 NC Monthly

Safety Subarea NCB1| 7day Norm
Bus. Area 4700 Crime Control and Public Saft
Fund 472610001 STATE HIGHWAY P2
T —

Job key 38003105|  HIGHWAY PATR
HIGHWAY PATROL SER
Org. Unit 148109505, 4980221000
SHP - Troop B District 1 -
Org key 47014796200000

State of North Carolina
Office of the State Controller

The Personnel Subarea (PSA) further defines the Personnel
Area.
schedules so that Time Management can define groups of
specific time entry rules (i.e. 7-day schedule or 24/7).

PSA groups similar jobs to conform to time and attendance rules.
There are five key elements that determine an employee’s
Personnel Subarea assignment:

Later in the lesson your instructor will show you how to display
the online Personnel Area and Subarea (PSA) job aid. The job
aid contains detailed information concerning the relevant
Personnel Subarea associated with each Personnel Area.

PSA has been designed to identify various working

Calendar assignment

Relationship to the state (regular vs. temp vs. elected vs.
contractor)

Quota accrual rules/requirements

Work schedule rule (to restrict the available work
schedules)

Working period (which defines Overtime Period)

Notes
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Miscellaneous Fields

=

Infotype Edit Goto Extras System Help
|& sapeeeCRE Bhis BP0
Display Organizational Assignment (0001)

» Cost Center

EIEI= o St

 Fund Beisonnei No| (95301554 Name Whitnay F Hutson
EEGroup  B|  SPALaw Enforcement PersA [4761| Crime Control & Public Safety
. EESubgroup [B1]  FT S-FLSAOT Perm Statu  Active
* FU nCt|0na| Area Start 03/19/2087| to  [12/3179999] Chng [09/24/2007 [GHENDRIX
% Enterprise structure
° BUS|neSS Area CoCode NCO1|  STATE OF NC

Dasies 4701 Crime Control & Public Safely_Subares NCO1__7dav Nom

Cost Ctr 4700000000 CCPS Bus. Aea |4700|  Crime Control and Public Saf
Fund 472610001 |  STATE HIGHWAY P
Func. Area 6000000000000 1
Personnel structure
EE group B  SPALaw ment Payrarea  [B1]  NC Monthly
EEsubgroun  B1 FT S.rp#®OT Perm Contract ]
Enterprise structure
CoCode NCB1| STATE OF NC
Pers.area 4701 Crime Control & Public Safety Subarea NCO1|  7day Norm
Cost Ctr 4700000000, CCPS Bus. Area 4700 Crime Control and Public Saft
Fund 472610001 STATE HIGHWAY P/

Func. Area G000066BOEEEE001T

State of North Carolina

Office of the State Controller

The following fields are associated with the Finance module:

The Cost Center defaults from the Organizational Unit. There is
only one Cost Center per Agency. This cost center is not the cost
center associated with the funding for the Position.

The Fund defaults from the Organizational Unit. There is only one
Fund per Agency. The Fund is not associated with the funding for
the Position.

The Functional Area also defaults from the Organizational Unit.
There is only one Functional Area for the State. The Functional
Area is not associated with the funding for the Position.

A Business Area is a unit within a company code used by
Finance. The Business Area is the old NCAS number.

In most cases, the Business Area represents an Agency. The
exceptions are:

+ Justice (SBI)
* HHS (403-b)
+ CCPS (Highway Patrol)

The fields discussed above are populated and grayed out (and
hence, cannot be changed) on the Personnel Administration
screens.

Notes
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Employee Group
lE':nla(ypE Edit Goto Extras System Help
. & suEeee CHR i B0 en
® ASSIgnS employee Display Organizational Assignment (0001)
appointment type FICIR o Swwetue|
= Personnel No! 95301554 Name Whitney F Hutson
L) AffeCtS Benef[ts EEGroup  |B]  SPA Law Enforcement s

PersA |4701 | Crime Control & Public Safety
EESubgroup B1/  FT S-FLSAOT Perm Statu_ Active

. Establishes rules for Start 03/18/2007| to 12431799988  Chng [89/24/2007 |GHENDRIX
calculating leave and  [Enemesiucie

CoCode NCO1|  STATE OF NC
man a in pa Pers area 4701 Crime Control & Public Safety Subarea NCB1|  7day Norm
g g y Cost Ctr 4700000008 CCPS Bus. Area 4700 Crime Control and Public Saft

. Identifies the Fund 472610001 STATE HIGHWAY PZ
. . unc. Area 600060006ROBO0E 1
applicable retirement ™"
plan for the employee Pare 1 b
EE subgiovp. BT FTSFLSAGT Perm Contract 3

Organizational plan
Percentage 10000

Position 53901018 HIGHAAVINED

| Personnel strucWire
job ke E | s iy
ad] EE group B SPA Law Enforcement
outet N EE subgroup B1| FT S-FLSAOT Perm
Org key 4|

State of North Carolina
Office of the State Controller

The Employee Group drives business rules for benefits eligibility
determination as well as employee leave and pay calculations. In
addition, the Employee Group identifies the retirement plan to
which the employee is entitled.

The table below illustrates just a few examples of the State of
North Carolina Employee Groups.

« A SPA Employees (Subject to Personnel Act
employees)

« K EPA Employees (Exempt from Personnel Act
Employees)

« 0 Supplemental Staff (temporaries, pick up
firefighter, National Guard, contractor, etc.)

Employee groups (and subgroups next page) were determined by
a combination of PMIS records as well as through discussions
with OSP, OSC, Agencies and BEACON staff. The Employee
Groups and Subgroups were created primarily for grouping
employees according to specific Time, Payroll, and Benefits rules
and are also required for HR reporting purposes.

Notes

Page 25



PA 310 — Create and Maintain Employee Data

V9_022409

Employee Subgroup
* Defines employee work \e S e RS e TR B e T O
status (fu” time, part Display Organizational Assignment (0001)
; I s S|
time) and the work e
Personnei No, 85301554, Name Whitney F Hutsan
SChedU'e EEGroup (B  SPALaw Enforcement PersA |4701] Crime Control & Public Safety

EESubgroup [B1|  FT S-FLSAOT Perm Statu _ Active
Start 03/18/2007| to 12/31/9998, Chng 09/24/2007 GHENORIX

* Determines detailed
and specific calculation e W sweorne

ers. area 4701 Crime Control & Public Safety Subarea NCB1 | 7day Norm

ruleS fO[' employee pay :nlen 4700000000!  CCPS Bus. Area  4700)  Crime Control and Public Saf

Fud  [S7I6V%0T ] STATE HGAWAY P
» Defines subject or not

subject to FLSA r——

Overtime (OT) e o "

Contract
* Drives Benefits Ciganzatonl pan

Percentage 10000
Position 59901018  HIGHWAY AR
HIGHWAY PAT SER

Func. Area 6000B00000000001

“wir | Parsonnel structure
Org Unit EE group B SPA Law Enforcement

Orgkey EE subgroup B1| FT S-FLSAOT Perm

State of North Carolina
Office of the State Controller

The Employee Subgroup defines whether the employee is subject
or not subject to the Fair Labor Standards Act (FLSA) overtime, as
well as full-time/part-time status. Itis also used to determine other
types of Personnel Calculation Rules specific to the combination of
groups and sub-groups. The employee subgroup for the Personnel
Calculation Rule allows payroll to define different payroll procedures
for different employee subgroups. A few examples are:

< Al FT N-FLSAOT Perm [Full Time Not-(subject to) FLSA
Overtime — Permanent]

* Bl FT S-FLSAOT Perm [Full time Subject (to) — FLSA
Overtime — Permanent]

* Y8 PT S-FLSAOT Trne [Part-time Subject (to)-FLSA Overtime
—Trainee]

The employee groups and subgroups are the same as the
appointment types and FLSA indicators in PMIS. However, there
are many combinations of Employee Groups and Subgroups in
BEACON SAP.

URGENT! If the incorrect Employee Group and Subgroup are
entered it impacts time, work against, dual employment, benefits,
and pay. As discussed in PA200, accuracy is critical when you are
entering data.

Later in the lesson, the instructor will show you how to display the

Employee Groups and Subgroups online Job Aid. The job aid
contains details about the various group and subgroup
combinations.

Notes
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Payroll Area

» Describes the pay
frequency and payroll
cycle for each employee

» Defaults based on
personnel area,
personnel subarea,
employee group, and
employee subgroup

* There are three:
Monthly, Biweekly, and
non-payroll relevant (for
Quick Entry)

=
Infotype Edit _Goto Extras System Help

108 Qe SHNB BYLL B QB

Display Organizational Assignment (0001)
[FIER1] 0rg Structure

Personnel fio; (95301554 Name Whitney F Hutson

EEGroup B SPA Law Enforcement PersA (4701 | Crime Control & Public Safety
EESubgroup [B1  FT S-FLSAOT Perm Statu  Active

Stant 03/19/2007 1o 12/31/9899| Chng |08/24/2007 GHENDRIX

Enterprize structure

CoCode NCO1| STATE OF NC

Persarea  (4701| Crime Control & Public Safety Subarea  [NCO1|  7day Nom

Cost Cir 4700000000, CCPS Bus Area  4700] Crime Control and Public Saft
Fund 472610001 |  STATE HIGHWAY P/

Func Area  |60G0OG000O0G0001

Personnel structure
EEgoup B SPALawEnforcement I Payrarea  [01) NCMonthly I
EEsubgoup B1|  FTSFLSAOT Perm

Organizationsl plan

Position 59901018 HIGHWAY m/

Payr.area
Contract

Percentage | 100.00
(81 NC Monthly
=

State of North Carolina
Office of the State Controller

The Payroll Area is derived from a combination of personnel
area, personnel subarea, employee group, and employee
subgroup. The payroll area determines the payroll cycle.

There are three Payroll Areas:
» 01 Monthly
* 04 Bi-weekly

* 99 Non-paying (for Quick Entry)

Notes

Page 27



BN200 - Benefits Display

V9 022409

Work Contract

Affects benefits and
identifies employees
who are:

» Retiree rehire
» Medicare eligible

* On Short-term
disability < 5 years in
retirement

Payrarea 01 NC Monthly
Contract [
M1 MedCare EE Elig
M2 MedCare CH Elig
M3 MedCare EE&CH
M4 MedCare SP Elig
M5 MedCare EE&SP
RE Ret Exfrom Lmt
RS RetSub to Lmt

S1 SHP-STD<5 Rtmnt

=
Infotype Edit _Goto Extras System Help

0HICQe DM

000 0D o8

Display Organizational Assignment (0001)
[E)ENR)1 [ Org Structure |

Personnel No, (95301554 Name
EEGroup  |B|  SPALaw Enforcement

EESubgroup |B1  FT S-FLSAOT Perm
Start 03/19/2007| 1o

Statu__ Active

| Enterprise structure

CoCode NCO1 STATE OF NC

Pers.area 4781 Crime Control & Public Safety Subarea

Cost Cir 4700000008 CCPS Bus. Area
Fund

Func. Area 6000600000000001

[ Personnel structure

EEgoup B SPALaw Enforcement Payt area

Whitney F Hutson
PersA (4701 Crime Control & Public Safety

12/31/9988  Chng |09/24/2007 GHENDRIX

NCO1|  7day Nom
4708 Crime Control and Public Saft
472610001 |  STATE HIGHWAY P/

01, NC Monthly

goup BT| FT SFLSAOT Perm ICDntva(l

ational plan

tage  100.00
3 5890 /AY PATR
HIGHWAY PATROL SER
- 30003105  HIGHWAY PATR

HIGHWAY PATROL SER
it 14910505 4960221000
SHP - Troop B District 1 -
47014796200000

State of North Carolina
Office of the State Controller

Benefits adjustments are made as applicable when the Contract
field is populated. The Contract field is used to identify employees
who meet the following criteria:

* Medicare eligibility — the employee pays an adjusted deduction
for the State Health Plan (SHP) because Medicare rates are

applied.

» Retiree rehire — a indication of whether the retiree has earning
limitations or no limitations.

» Short-term Disability (STD) — used to change the State Health
Plan deduction to full employee cost when an employee is out
on Short-term Disability leave and has fewer than 5 years of
service in the Retirement system.

Medicare eligibility and STD enables the system to collect the
correct premium amount for health insurance as well as controlling

the cost of SHP.

Retiree rehire earning limitations are used to report to ORBIT
employees who are subject to earning limitations.

Notes

Page 28



PA 310 — Create and Maintain Employee Data

V9_022409

Percentage

« |dentifies that the
employee is working
100% of what he or
she was offered and
accepted

=
Infotype Edit Goto Exras System Help

4

18 Q@ DMk &Y

Display Organizational Assignment (0001)

SE]RI o stucture |

Personnel No: [95301554 Name
EEGroup B SPA Law Enforcement
EESubgroup B1  FT S-FLSAOT Perm
Start 037/19/2007 1o

Staty _ Active

Enterprise structure
CoCode NCB1  STATE OF NC

Persarea 4701  Crime Control & Public Safet Subarea

Cost Ctr 4700000000, CCPS Bus. Area
Fund

Func. Area 6000000000000001

Personnel structure

EE group B SPA Law Enforcement Payrarea

EE subgroup B1| FT S-FLSAOT Perm Contract

Percentage  100.08

7z

| Organizational plan
Percentage 100.00
Position 59901018

HIGHWAY PATR

0! HIGHWAY PATR
HIGHWAY PATROL SEF

Job key 30003105, HIGHWAY PATR
HIGHWAY PATROL SEF

10505 4960221000
SHP - Troop B District 1
14796200000

Whitney INT30-4765-AC07-B-B1-1
PersA |4701] Crime Control & Public Safety

12/31/9998]  Chng [96/8772007 T6ROSS

NCB1|  7day Norm
4700 Crime Control and Public S
472610001

STATE HIGHWAY Py

NC Monthly

State of North Carolina
Office of the State Controller

The Percentage will always be 100%. The State is not using the
functionality of this percentage field, but is instead using the
employee Weekly Working Hours. However, this is a required
field in SAP and could not be eliminated from the screen. For the
State of North Carolina, the percentage will always be set to
100%.

For example, if an employee accepted a full-time position at
$48,000, that employee’s percentage would be 100%. By the
same token, if a position is going to be shared, with two
employees each working 20 hours at $20,000, each employee’s
percentage would also be 100%. This is because each employee
is working 100% of what was offered and accepted, which would
be a 20-hour work week at $20k.

Notes

Page 29



PA 310 — Create and Maintain Employee Data

V9_022409

Organizational Unit

» An entity within the organization
+ Example: R

| itotypeEc
@

Exas SystomHey
248 Qe CHR BN

087 o

Display Organizational Assignment (0001)

— Wildlife (Agency/department)

« Conservation Education

(Division) o ] O
Pors area 4701 Crime Contral & Public Safsty Subarea NCO1|  7day Nom

Cost Cir 4700000000,  CCPS Bus Aea 4703  Creme Control and Public Sst

— Communication (Section)

M . B h Parsoces! sincture
EEgup €  SPALawEnforcement Payrares (07 NCMonihly
» Magazine (Branch)  Zm § mimie o :

Grganizatona pan
Purcentage 10000

IS o Sucire

Func Avea [60000000DOOBI0D!

Name Whitney F Huteon

Fund 472610001 |  STATE HGHWAY P/

HIGHWAY PATR
HIGHWAY PATROL SER

Postion 58501016
030
I Org. Unit 14910505

HIGHWAY PATROL SER
0221000

O 47014798200080

HIGHWAY PATROL SER

Org. Unit 14910505 4960221000
SHP - Troop B District 1 -
_Org key 47014796200000

E

State of North Carolina
Office of the State Controller

An Organizational Unit (org unit) is a part of the organizational
structure for the State of North Carolina. Some examples of an
org unit include the Agency, Department, Division, Section or

Branch.

Notes
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Job versus Position

JOB

» Defines general classification of
functions and duties that are
similar across the State

« Has a one-to-many ratio to
Positions

« Defines EEO, Job Group, and
Census Codes

« Is not held by a Person

« |s the basis for creating
Positions

« |s developed by the Office of
State Personnel

* |s maintained by BEST Shared
Services

« |s the official title

POSITION

Represents specific tasks
performed by a person

Has a many-to-one ratio to Jobs

Belongs to an Organizational
Unit

Inherits attributes from the Job
and Organizational Unit

Is held by a Person

May be classified as Chief
Position

Is developed by Management

Is maintained by Agency and
Shared Services

Is the working title

State of North Carolina
Office of the State Controller

A Job is the foundation from which Positions are created. A Job
is a general classification of duties and attributes. Typical
attributes are: function, job family, FLSA status and role. One
Job can be used to create many Positions. A Job is identified by
a unique number which is different from the old schematic code.
The Job number has no built-in intelligence. In BEACON SAP,
you will search for Job by job title. When you hear the term class
or classification you will immediately know that a Job is being
referenced. Of course, the converse is also true—when you hear
Job, you will know it is a class. The Job title is the official title.

A Position inherits the general classification of duties and
attributes from the Job. However, additional specific tasks and
duties are added to the Position. Many Positions can be created
from only one Job. Each Position has its own unique number as
an identifier. The Position title is the working title.

In BEACON SAP, you can see both the Job (class) and the

Position title for an employee.

Notes
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o BN
Office of the Sta

Job versus Position Example

Official Job (Class) Title Position (Working) Title
« Engineer (graded)

Water Quality Engineer
+ Air Quality Engineer
+ Building Systems Engineer

« County Maintenance
Engineer

* Elevator Engineer
« Environmental Engineer

« Forestry Technician (career |+ County Ranger
banded, skill based) . Nursery Technician

« District Ranger

State of North Carolina
Office of the State Controller

Notes

An example of a Job (class) and its related Positions is
Engineering. There may be several different types of engineers
in the organization. Each Engineer Position has its own specific
tasks and duties; however, some general information is common
to all Engineer Positions. That general information is created in
the Job and then used as a template to create the various
Engineer Positions. The specific information pertinent to each
Engineer Position is then added at the Position level.

The relationship between Jobs and Positions is the same in both
graded and banded Jobs and Positions.
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Positions

« A Person holds a Position.

« Supervisors or Managers who manage Org Units are identified
as Chiefs.

« A Chief manages an Org Unit and any subordinate Org Units.

» A Chief reports to other Chiefs just as Org Units report to other
Org Units.

» Only one Chief is assigned to an Org Unit.

+ Position numbers are sequentially assigned.

State of North Carolina
Office of the State Controller

A Position is described by a Job and held by a person. In BEACON
SAP terms, a person is a holder of a Position, and is not a holder of a
Job. When a person is hired using the PA modules, he or she is
assigned to a Position that resides in an Organizational Unit. Itis
important to remember that an employee’s personnel record will
contain the Position name and number, Org Unit name and number,
and Job name and number as well as the person’s name and
personnel number. In BEACON SAP, Position numbers are
assigned sequentially. There is no set numbering convention nor
intelligence to the number.

Some Positions are designated as Chief Positions. Any Position that
manages an Organizational Unit will be designated a Chief Position.
When you think of a traditional organizational chart, you know that
managers usually report to an upper level manager, and the division,
agency or department reports up the organization as well. The same
is true for the Chief Position and the Organizational Unit that he or
she manages.

Notes
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Relationship of the Components

Organizational Units describe
the various Divisions,
Agencies, etc.

=

Job

Jobs are general
classifications of

tasks routinely Chiefs
performed together manage
and are the template Org. Units.
from which Positions
are created. Position
Some Positions Persons are
. ) ] are designated assigned to
Positions inherit Chief Positions.

attributes of Job and
specific tasks of work
duties are appended;
belongs to Org Unit.

LIDE 34 State of North Carolina
kit Office of the State Controller

Notes
As illustrated, the Org Unit, Job, Position, and Persons are related.
After the Org Unit is created, a Position is created from a Job and
assigned to the Org Unit. The Position may be classified as a Chief

Pasition if it manages an Org Unit. Persons are assigned to the
various Positions.

Org units, Jobs, and Positions are maintained in the Organizational
Management modules which are not part of Personnel
Administration. However, it is necessary that you have a general
understanding of how the components are related.
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Lesson Review

In this lesson you learned to:

» Recall terms and concepts from the PA270 Terms, Concepts, and
Display Data course.

» |dentify that entries made in PA affect an employee’s time, benefits
or pay

State of North Carolina
Office of the State Controller

Notes
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Course Map

[ Lesson 1: Personnel Administration Review

Lesson 2: Introduction to Actions

Lesson 3: Entering Employees into BEACON SAP

Lesson 4: Adjusting Salaries

Lesson 5: Promoting Employees

Lesson 8: Updating Benefits Adjustments

Lesson 9: Connecting the BEACON Dots

Lesson 6: Separating Employees ]
Lesson 10: HR Reports Overview ]

[
[
[
[
{ Lesson 7: Updating Employee Data
[
[
[
[

Lesson 11: Course Review

State of North Carolina
Office of the State Controller

Notes
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Lesson Objectives

Upon completion of this lesson, you should be able to:

» Describe the various Actions associated with the life
cycle of an employee

+  Map PMIS Actions to BEACON SAP reasons

State of North Carolina
Office of the State Controller

Notes
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Actions

Sep Pa New Hire
on-Bto B
onti
areer )
=
Prog

5 Cancel Sal
Salary Adj

Life M
cle
e

Reinstate

U6

nvestig. F4
wipay
—
Demotion

State of North Carolina
Office of the State Controller

As discussed in the PA Terms, Concepts and Display Data course,
the life cycle of an employee comprises many different events.
BEACON SAP defines those events as a specific infotype called
Actions (0000). Actions for the State of North Carolina are shown
above. New Actions that were not part of the PMIS system include:
Investigatory, Separation Pay Continuation, Quick Entry, and LOA
(Leave of Absence). Observe there is no longer a separate LWOP
Action. LOA replaces LWOP.

An Action combines logically related infotypes into one infogroup.
The infotypes in the infogroup are sequentially arranged and
automatically display. This helps to simplify the data entry for the
Action. You don’t have to remember whether a particular infotype
should be included—BEACON SAP automatically includes the
infotypes that are associated with a particular Action. Depending
upon the employee’s specific data, you may not need to enter data
on each of the infotypes presented in the Action.

Notes
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Personnel Administration

- Each Action has one or more associated reason.

* Many previous PMIS actions are now BEACON SAP
reasons.

» Actions describe various events in the employee’s life cycle.

» Actions ensure that all necessary infotypes are presented
during the process.

State of North Carolina
Office of the State Controller

Notes

Each Action has one or more reasons that are associated with
the life cycle event. When you create an Action in BEACON SAP
you determine and select the appropriate reason for the
employee’s life cycle event. Some of the actions that you
previously used in PMIS are now the reasons in BEACON SAP.

With the Actions infotype (0000) you can display an overview of
all the important changes related to an employee, and you can
thus document the most important stages an employee passes
through in his or her history with the State. Only the current data
was downloaded into BEACON.
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Actions You Will Create in Class

Action Name

1. New Hire 6. Range Revision

2. Quick Entry 7. Promotion

3. Reinstatement 8. Separation with Pay Continuation
4. Salary Adjustment 9. Separation

5. Appointment Change

State of North Carolina
Office of the State Controller

The State of North Carolina has a variety of Actions that you will
use. However, in this course, you will only create a selected few,
as listed above. This course is designed to give you the
opportunity to learn three basic functions: getting an employee
into the system, making salary adjustments based on work
events, and separating the employee. The remaining Actions
(leaves, transfers, dual employment, and work against), are more
complex and will be covered in a subsequent class, PA410
Advanced Create and Maintain Employee Data.

The demonstrations and exercises that are presented hereafter
assume that all necessary policies and procedures have been
followed, and appropriate forms, etc. have been submitted and
approved. All of the approvals and processes that you had
to do prior to BEACON SAP are still the same.

In addition, the necessity of keeping appropriate hard copies of
personnel records (applications, reviews, etc.) remains. These
documents should still be saved and stored as they were prior to
BEACON.

Notes

Page 40



PA 310 — Create and Maintain Employee Data

Personnel Administration Job Aids

Log into BEACON University and view the various PA job aids:

» Personnel Areas and Subareas
»  Employee Groups and Subgroups
« PAActions and Reason Definitions

- Observe that some of the actions that you previously used in
PMIS are now the reasons in BEACON SAP

+ Business Process Procedures (BPPs) P%
« Simulations
« Job Aids

State of North Carolina
Office of the State Controller

Notes

The instructor will show you how to display various online job
aids located in BEACON University.

eAssistant

This tool provides step-by-step instructions for each SAP
transaction. You can access eAssistant from any BEACON SAP
screen. Just click Help on the menu bar and then select
BEACON Help. A new window is displayed on top of the
BEACON SAP. You can drag the sides of the screen to make it
larger or smaller.
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Lesson Review

In this lesson, you learned to:

» Describe the various Actions associated with the life
cycle of an employee

+  Map PMIS Actions to BEACON SAP reasons

State of North Carolina
Office of the State Controller

Notes
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Course Map

[ Lesson 1: Personnel Administration Review

[ Lesson 2: Introduction to Actions

Lesson 3: Entering Employees into BEACON SAP

Lesson 4: Adjusting Salaries

Lesson 5: Promoting Employees

Lesson 6: Separating Employees

Lesson 9: Connecting the BEACON Dots

Lesson 7: Updating Employee Data ]
Lesson 10: HR Reports Overview ]

[ Lesson 8: Updating Benefits Adjustments

Lesson 11: Course Review

State of North Carolina
Office of the State Controller

Notes

V9_022409 Page 43



PA 310 — Create and Maintain Employee Data

Lesson Objectives

Upon completion of this lesson, you should be able to:

» Process Actions using Workflow

» Use the appropriate Action to enter employees into the
BEACON SAP system

» Distinguish between the two hire Actions for new
employees

» Select the applicable reason for each Action

State of North Carolina
Office of the State Controller

Notes
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Miscellaneous Tips and Tricks (1 of 5)

Before you begin with your first Action, review the following
helpful tips and tricks:

« Multiple infotypes on an Action — use PA30
« Case sensitivity — upper and lower

+ Employee group and subgroup changes on a position

State of North Carolina
Office of the State Controller

Multiple infotypes for a specific item

In most cases, each infotype is presented only one time in an
Action. When an employee needs more than one infotype (bank
details, objects-on-loan, certifications etc.), enter the applicable
data during the Action and use transaction code PA30 to enter the
additional data.

Case sensitivity

BEACON SAP is case sensitive. The standard for the State uses
upper and lower case (sentence format). It is important to maintain
this format for consistency in reports and searches. This is true for
all entries, including Actions and PA30 transactions.

Employee Group and Subgroup changes on a Position

When a position has been revised by OM to change the employee
group and subgroup, that change does not feed to PA until a new
PA Action is created. To change the Employee Group and
Subgroup of an employee, it is necessary to do an Appointment
Change Action.

Notes
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Miscellaneous Tips and Tricks (2 of 5)

Date Specifications — 1T0041

+ Stores date types used by Time Evaluation and other HR
functions for all permanent employees

» Must be an accurate reflection of the employee's State
career.

» Time Evaluation bases leave accruals and longevity
payments on date types contained on Infotype 0041.

* Newly hired Supplemental Staff employees will not have
ITO041; however conversion Supplemental employees do
have IT0O041.

State of North Carolina
Office of the State Controller

Date type 01 - Original Hire Date - the employee’s first hire date;
should remain the same throughout the employee's State career .

Date type 02 - Agency Hire Dare - initially set to the employee's hire
date. This date type is automatically maintained when an employee is
reinstated following a leave of absence or transfers from one State
agency to another State agency.

Date type 07 - Lottery Anniversary Date - the date an employee is
hired into or transfers to NCEL.

Date type 04 - Judicial Anniversary Date — the date an employee is
hired into or transfers to Judicial.

Date type 03 - Last Day Worked Date - the employee's final day of
work prior to a separation from the State.

Date type NR - 457 Catch-Up Date - an employee's normal retirement
date represents the date at which the employee will turn 65 and is thus
eligible for additional contributions into his or her 457 Savings

Plan. Day type NR will only be created if an employee is eligible and
requests to make additional 457 contributions.

Date type 06 - Notification of RIF - the date an employee is officially
notified his/her current position will no longer be available. This date

also represents the beginning of the 12 month period of RIF eligibility

and benefits.

Notes
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Miscellaneous Tips and Tricks (3 of 5)

» Prior Service IT0552 — use PA30; contact BEST

« Length of Service

State of North Carolina
Office of the State Controller

Prior service — IT0552 — Time Specifications/Employment Period Notes

If you make an entry or change IT0552 (Time Specifications/Employment
Period), you must contact BEST because they run a program in the
background that ties all IT0552s together. Creditable service earned prior to
BEACON must be entered on IT0552. Once an employee is entered into
BEACON, the system automatically calculates creditable service and the
longevity date through the Time module. 1T0552 does not display in any PA
Action; therefore, use PA30 to enter the creditable service dates (after you
verify that the employee is entitled). 1T0552 calculates the number of months
of prior service based on the dates that were entered. If the months don’t
calculate correctly, you may have to adjust the dates accordingly just as you
did in PMIS (this rarely happens). If you do have to adjust the dates, you
should enter the correct work dates in the comments field. If the employee
has prior service from more than one Agency, create a separate PA30
ITO552 for each service record. Do not change the date on the original
(conversion) ITO552 so that it calculates the total time. For example, an
employee has a BEACON record of 50 total service months with the State
and leaves State employment to work for a local government agency from
which the State accepts time worked. When the employee is re-instated,
create a separate ITO552 for that service (rather than manipulating the end
date on the original IT0552).

Length of Service

If you have the “Display Time” role, you can use PT_BALOO to view the latest
number of months of service. See the online job aid Length of Service, for
details on accessing the transaction.
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Miscellaneous Tips and Tricks (4 of 5)

« Execute info group — if accidentally back out of an
Action

« Save versus Next Record — usually always Save

State of North Carolina
Office of the State Controller

Execute info group button:

When you are entering data in an Action you may accidentally click the
Back button. When this happens the system backs you out of the Action
to the Personnel Actions screen. To return to the infotype you were
previously on, select the same Action, date, and personnel number, and
click Execute. On the next screen, select Execute info group. A warning
message is displayed indicating that the personnel action is not saved.
Click Continue and page forward until you get to the infotype you
accidentally exited. You may notice that some infotypes did not retain the
prior information you entered (like taxes and monitoring of tasks). Simply
re-enter that data. Continue entering data on each infotype until the Action
is complete. You should not use PA30 and individually complete the
infotypes because dynamic processes that are connected to payroll, time
and benefits will fail to process (processing the Action causes the dynamic
processes to occur).

Save versus Next Record

Even if you make no changes to an infotype, you should still Save. The
infotype may be connected to dynamic infotypes which will not display if
you have not saved.

The only time you would use the Next record button is when you do not
need to enter data in the infotype. For example, if you do not need to
enter data on the Monitoring of Tasks (0019) infotype, you would use the
Next record button. If you used Save instead of Next record, you would
receive an error message and not be able to move forward. The general
rule is: Save infotypes that are pre-populated, even if you do not make any
changes. If the infotype is blank and you are not entering data in any of
the blank required fields, use Next Record.

Notes
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Miscellaneous Tips and Tricks (5 of 5)

« Gather all information before initiating Action
* Monitoring of Tasks
+  Comments — enter comments on many infotypes

N

Infotype _ Edit dras  System Help

l@ Create s )QQ DHE (VLN B @m
Ch: F6
CopyP "° (0007)
[EEIE] oetete ShifsF2
Personnel N L0HUMIOck 12 Hendr1x2 Hendrix2
EEGroup | RNNSRANY ¥ FOI persa 1681 Environment Natural Resources
EESubgroup Statu  Active
Start Cancel F12 3999
‘Work schedule rule
Work schedule rule DOTNGBGN| MTWHF-8,835-0
Time Mgmt status 1 - Positive Time Recording
Working week Wk - Sat (mdnb) - Fri
[ Part-time employee
State of North Carolina
Office of the State Controller
Gather all data before initiating Action Notes

It is a best practice to gather all of the employee’s information before initiating an
Action—don’t start the Action until you can finish it. There may be occasions, like a
New Hire, when the information is not available (bank details, tax, etc.). In that
case, after you get the approval via Workflow, let the PCR stay in the inbox until the
employee arrives before you initiate the Action. If the employee is a no-show, you
only have to cancel the PCR since the Action was not initiated. When you do
initiate the Action, if the bank and tax information is still not available, set the Bank
Details (ITO009) to check. See the note in Exercise 3.1 concerning Bank Details.
Tax withholding automatically sets to single, zero allowances.

Monitoring of Tasks

This infotype is like a tickler file and is date driven. After you enter the due date, it
reminds you to follow up on a task. Run the Date Monitoring report
(S_PHO_48000450 in SAP or B0099 in BI) to view the various tasks due for a
week. If the task is completed prior to the due date entered, it will still display on
the Date Monitoring report unless you delimit the Monitoring of Tasks infotype.
This infotype is necessary for LOA benefits form letters to print.

Comments function

The Comments function is useful as you are entering data (whether via an Action
or a PA30). You can enter comments on many infotypes by selecting Edit >
Maintain text from the menu (if Maintain text is grayed out, adding comments is not
available for that specific infotype). A new window displays where you can enter
comments. The standard for comments is to preface your remarks by the date and
your name. Keep in mind the remarks must be professional. You cannot report
from the comments. It is a best practice to make sure that you document all PA
Actions or infotype revisions by entering the applicable documentation using the
Maintain text option.
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Workflow

Actions require Workflow.

» Workflow is the electronic approval process in BEACON SAP.

» Certain Division and/or Agency Positions are Approver
Positions for Actions.

+ Comments entered on the Workflow request are not carried
over to text on Actions.

State of North Carolina
Office of the State Controller

All PA Actions need approval before the Action can be executed.
The BEACON SAP Workflow enables approvals (or rejections) to
be obtained electronically. In your Agency, you may already have a
manual process in place. Workflow does not eliminate that process
entirely, however, it may duplicate a portion of your manual
process. You still have to provide the same type of documentation
to the Approver that you have always provided -that has not
changed. However, in BEACON SAP, you can attach documents to
the Workflow as well as write notes.

NOTE: Keep in mind that the notes and documents associated with
Workflow do not automatically move forward when processing the
infotypes of the approved workflow document.

The authority to approve an Action is associated to the Position,
and not to the person and person’s role. If a person leaves an
approver Position, the authority to approve stays with the Position.
A person who is subsequently assigned to that Position, also
assumes the approval authority (unless the Position is changed by
Security).

Notes
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ZPAAO76 - Workflow

=

Action Edit Goto System Help
@ 1 0E €00 DHR 8008 B0 0|
Employee Action Request

Dzl @

Existing PCR No, I [g‘

Personnel I No
Last 4 digits (SSN) First Last
Effective on 08/22/2008

Action Type

Reason 0@ on

Enter the position number first and
press Enter. Except for the salary field,
all of the other fields default. You can
change any open field if needed.

Do not enter O's in salary for contractor.
Save with default 1

Use Transaction code ZPAAQ76 to initiate the BEACON SAP
electronic approval process, referred to as Workflow (WF).

On the initial Employee Action Request screen enter the applicable
data. After the Action type and Reason is entered, the second
Employee Action Request screen is displayed. This screen has two
columns. The left column displays the current status of the employee.
On the right, enter the new data pertinent to the Action being
processed. If the employee is hourly, be sure that the Pay Scale Area
field is “hourly”. Enter the hourly amount in the hourly field (not the
annual salary field).

Itis critical to review the data entry for accuracy before initiating WF.
After WF is initiated, you will not be able to go back in and correct an
error. In that case, you have two choices (a) contact the Approver and
ask him or her to reject it so that it automatically comes back to you.
You make the corrections and send back through the WF process, or,
(b) if the WF has already reached Shared Services (SS), you will need
to ask Shared Services to make the changes for you. You may also
ask them to delete it so that you can create a new one.

When you initiate Workflow you will receive a Personnel Change
Request (PCR) number. Be sure to make a record of the PCR
number so that you can track it.

After all the data is entered and WF is initiated, BEACON SAP sends
the request to the appropriate Approver who can approve or reject the
request (there may be more than one level of approval).

State of North Carolina
Office of the State Controller

Notes
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INBOX

=
beacon

EISSERS North Carolina
Office of the State Controller

/EasNcq
i]['i]tf.
N/

(r-g
Workplace Edit Goto Folder Environment Seftings System Help

Menu Edit Favorites

@ ODo0 BE @8

@ | 3 4H @@ QHE HnLH0 BE @F

Business Workplace of Angela Apple
[ Newmessage | [ Find folder |[ B Find document |[@8 Appointment calendar |[@ Distbuton ists |

-1 (32 (] FICTER

Workflow 14
| satus | 2
"@ 1501 Creals New Hire PA Action for Oayle Hendrix- PCR. 10000 10/18/2007 5
- M Jon Bailey - Personnel # 01661512 Needs Coi & 10/1812007_0
@ 1501 Create - oy 5
@ Change PAAction - New Hire (NC) for Ed Keen- PCR. 10000005 @ 100072007 105257 5  j
@ Change PA Action - New Hire (NC) for Joey Riddle - PCR: 10000 @ 100912007 071812 & 1.
@ 1501 Create PA Action - SeparationPayContinuation(NC) for ODE @ 10/08/2007 154534 5 R
@ 1501 Create PA Action - SeparationPayContinuabion(NC) for MAYI @  10/08/2007 124257 5 ~
@ 1501 - Create PA Action Z4 for Holly Contractor - 1000000517 © 10082007 113119 § Mo
@ - Change PA Action Quick Entry (NC) for - PCR: 1000000516 @ 100872007 112620 5 1.4
@ 1501 - Creats PA Action Z4 for Willie Contracior - 1000000514 © 10082007 0e4758 5 M
| @ 1501 - Create PAAction ZF for MORGAN GRAUEL- 1000000510 @  1006/2007 150128 5  J
@ - Change PA Action Suspension (NC) for JEROMY PONDEXTER- @  10/06/2007 102948 5 1.
@ - Change PAAction Promotion (NC) for STACEY MONTANABRUN € 10052007 121315 5 [
@ 1501 - Creale PA Action Z1 for VALENTINE DONHAM - 10000004 @ 10052007 110801 5 &
o] T— <]*]
[ al

SLIDE 52

State of North Carolina
Office of the State Controller

The second part of the Workflow is to see if your Workflow item
has been approved or rejected. Go into the SAP Business
Workplace from the Easy Access screen.

From the Business Workplace screen, click Inbox > Workflow. All
the approved or rejected PCRs that you have initiated are listed on
the right. Double-click the approved PCR, and the applicable
screen automatically displays for the Action. You are now ready to

execute the appropriate Action.

Workflow is always the first step before you initiate an Action. You
do not use Workflow for PA 30 transactions. If you are ever in
doubt whether Workflow is needed, access the Personnel Actions
screen using PA40. If the Action is on the list, it must be
processed through Workflow. If you attempt to bypass Workflow
for an Action, you will receive the error message below, and not be

allowed to continue.

[E Cancel

Notes
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Deleting PCR (Initiator)

1) ‘ WF saved, not initiated — Use E_] |

4
Decision Edit Goto System Help

Ve Wile NI [ D B Y )

’ WF initiated but not through final approval — Approver rejects
2/ T

4601 REJECTED Pm- New Hire (NC) for Joslin Foeste - PCR: 1000005274

g ternatives
< Cancel PCR

Change and Resubmit

Cancel and keep work item in inbox

3 ‘ WF initiated — through final approval |

o« [e] | [T[E]8] B fl®][Ep] S[K[=]F]
Workflow 1

B [Tl(le Reject ut % P
© 4601 Create New Hire (NC) Action for Jack  Change priority i
Send mail

Change Work Item Text

" State of North Carolina
Slide 53 Office of the State Controller

o Notes
The method you use to delete a PCR depends upon where it is in

the process.

1. You have saved the PCR but not initiated Workflow:
From the ZPAAOQ76 screen, use the delete button :I .

2. You initiated Workflow but the PCR has not reached final
approval:

Contact the Approver and request that it be returned (rejected)
to you. You can then Execute the PCR. When the Decision
Step in Workflow screen displays, click the Cancel PCR option
(illustrated above). The PCR disappears from your Inbox. You
can still see it in your Outbox > Started WFs; however, it will
indicate it was Completed/deleted.

3. You initiated Workflow and PCR has been approved by final
approver:

You can only use this option if you have not executed the
PCR. Highlight PCR and click the “Other Functions” button.
From the drop-down menu, select “Reject Execution” (see
above). The PCR disappears from your Inbox. You can still see
it in your Outbox > Started WFs; however, it will indicate it was
Completed/deleted.
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BEACON SAP and the Retirement System

= Ensure the Personnel No.
| System _Help field is blank.
| < al A= ®®

Hiring Action

=

Personnel No. =

i T B I e e

% 5| Personnel Actions

Name @

Last name &
First name &
Middle name

HR data
SSN
Date of Birth 1]

When processing a New Hire, the Hiring Action screen displays
when you click the PCR from your inbox. The employee’s basic
data (name, gender, SSN, etc.) is entered. As you probably recall
from PA200-PA Overview, the information is sent to the Retirement
System, which is external to BEACON SAP. The Retirement
System assigns an external Personnel Number. A word of
caution: ensure that the Personnel No. field is blank. If you have
recently processed a New Hire, the Personnel No. field may be pre-
populated with that previous number.

After the Personnel Number is assigned, the Personnel Action
screen is automatically displayed. You will then select the New Hire

action and continue entering the necessary data to complete the
transaction.

CAUTION! Never manually assign a personnel number (although
BEACON SAP will not prevent you from doing so). Manually
assigning a number causes the employee personnel number to be
out of sync with the Retirement System.

NOTE: If the Retirement System is down and you need to initiate a
New Hire, contact BEST Shared Services for assistance.

State of North Carolina
Office of the State Controller
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Assigning Employees to BEACON SAP

* Use the Verify Employment report to ensure person does
not have a BEACON SAP record

+ Check PMIS to ensure there is no employee record
« Use PPOSE to ensure the position is vacant
+ ZPAAQT6 to create Employee Action Request

— New Hire

— Quick Entry

— Reinstatement — returning to State employment or from
some type of leave

State of North Carolina
Office of the State Controller

The three Actions described below are used to assign an employee to Notes
BEACON SAP. ltis important to understand when to use each specific
Action before you enter employee data. In addition, follow State policy
regarding effective hire date when first day worked follows a beginning
payroll period after a weekend or holiday.

Before an employee is entered into BEACON, use the Bl Verify Employment
report found in the Cross Agency Verification folder to search for the
employee by name and date of birth to ensure that he or she in not already in
the system. In addition, check PMIS to ensure that no record is found. The
New Hire Action is only applicable if the individual is not in the BEACON
SAP system nor PMIS. If the employee was a former employee in PMIS, but
not BEACON SAP, you do not use New Hire. That Action (Non- BEACON
to BEACON) will be discussed in the subsequent advanced course, PA410.
You should also use the PPOSE transaction to ensure that the Position to
which the employee will be assigned is vacant.

New Hire is used to create a personnel record for a newly hired employee
who has never been employed by any State agency. This Action includes
employees who are temporaries, pickup firefighters, and National Guard.

Quick Entry is used to hire contractors, dual employment borrowing,
volunteers, board members, and federal employees who are to have access
to BEACON SAP.

Reinstatement is used to return employees to State employment or return
them from some type of leave. As mentioned earlier, if the employee is in
PMIS, but not in BEACON SAP, you use Non-BEACON to BEACON, not the
Reinstatement Action.
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Vacant Position is
posted and interviews
conducted.

New Hire Process - Employee

F(g beacon
uaad North Carolina
Office of the Stal ntroller

HR receives approval

Offer is made and
accepted.

—_

Manager/supervisor
sends employee data
to HR.

HR accesses

|

HR receives data and
gathers additional

Hiring screen.

Number.

via Inbox and BEACON SAPto  «— 9dllic >
executes PCR. initiate Workflow. info if applicable.
HR enters basic Retirement System HR selects the New
employee data on assigns Personnel |_, Hire Action and enters

remaining employee
information.

State of North Carolina
Office of the State Controller

As the New Hire diagram illustrates, there are several steps that must take
place outside of BEACON SAP before a New Hire Action is executed in
BEACON SAP. The process described is for hiring new employees. The
New Hire transaction is not used if an individual is being hired as
supplemental staff, such as contractor, federal, or board member. In these

cases Quick Hire is used.

Before an individual can be hired, a vacant Position must exist. The vacancy

occurs because (1) an existing Position was vacated, or (2) a new Position for
an organizational unit was approved and established by the State. Each type
of vacancy must be posted in accordance with State policy.

After the vacancy posting time frame has expired, all qualified candidates are
interviewed. A gqualified candidate is selected and sent a State-approved
Offer Package. After the candidate receives and accepts the Offer, the
Manager or Supervisor sends the new hire information to HR via manual

form, email, phone call, fax, or other distribution method.

HR initiates the Workflow approval process. The initiator of the Action
reviews his or her Inbox to see when the final approval is received. After the
initiator activates the PCR from the Inbox, the Hiring Action screen is
automatically displayed. HR completes basic data on the Hiring screen, and it
is automatically sent to the State Retirement System for a Personnel Number
assignment. HR chooses the New Hire Action to continue entering the new

hire data.

Reason for the New Hire

* New Hire

* National Guard

*  ENR DFR Pick-up Fire

V9_022409
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* In this demonstration, the Instructor will:
— Assist you in logging onto to BEACON SAP
— Guide you into opening eAssistant online help

— Hire an individual into a vacant Position using
Workflow

Important! Unless instructed to do so, do not enter
data along with the Instructor. There is only sufficient
data for students to use in the exercises.

I State of North Carolina
—— Office of the State Controller

Notes

The Instructor will access eAssistant and then assist you in
accessing the BEACON SAP. After all have logged on, watch the
Instructor complete the Action, using the student scenario. Review
the steps on eAssistant as the Instructor demonstrates the process.

It is important that you do not enter data during the demonstration;
the training database only has enough data for students to use
during exercises. If you use data during the demonstration, you are
using data that has been designated for other students. This will
prevent them from being able to complete their exercises.
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* New Hire

The Cultural Resources Library is undergoing a digitization
process and will hire a new Digitization Clerk into its
organizational unit (20010287). The new employee will begin
working today at the minimum of the salary range. The new
employee will be issued a badge and two keys. The
employee’s military status is Reserve.

Initiate Workflow to begin the new hire process.

* Important: You will use this data in subsequent
exercises. Be sure to complete all exercises.

9 é, -
State of North Carolina
Office of the State Controller

Notes
EE Group/Subgroup

BEACON SAP defaults the Employee Group of all new hires as a
permanent employee. When you are entering new hire data, you
must change the Employee Group on Workflow as applicable if you
are entering a probationary, time limited or trainee employee.

Bank details

The completion of the Bank Details infotype (0009) must be entered in
order for payroll to run on the new employee. If the bank details are
not available at the time of the data entry, it is your responsibility to
obtain that information and enter the infotype before the system is
closed for payroll processing. Even if you have instructed the
employee to enter the data in ESS, you still must follow up with the
employee to ensure he or she makes the entry prior to payroll closing.

Manually Adding Performance Infotype

There is a time frame between mid-April and June 30 every year that
you will have to manually add the Performance Rating Infotype on all
new hires. See the BPP for details.
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* New Hire — REJECTED Workflow

Cultural Resources has hired a temporary employee who
will begin working today in a Technology Support
Specialist position. The hourly rate is $22.50. The
employee will be issued a laptop (serial # 4788). The
employee is married.

Initiate Workflow to begin the new hire process.

When the Approver receives the Workflow, it is returned
to the Initiator. The Initiator will need to read the note to
determine why it was rejected, correct the PCR and

resubmit. E j

State of North Carolina
Office of the State Controller

Notes

Use the data assigned in the Exercise Guide to complete the
exercise. Use eAssistant for step-by-step instructions.

Rejected Workflow

When an Approver rejects a Workflow PCR, he or she is required
to write a note to the Initiator. In order to read the note, make the
correction and re-submit the PCR, the Initiator must use the
following steps:

» Access the Workflow Tracker link from the Inbox.

» Click Change and Resubmit at the Decision Step screen.
* Enter the applicable correction and click Save.

+ Click the Back button.

» Click the Complete Workflow Item button. This re-submits
the corrected PCR to the Approval process.

This exercise is designed to give you the opportunity to received
arejected PCR and read the accompanying note.
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I-9 Residence Status (0094)

Change |-9 Residence Status (0094)

EIETR it
Personnel No | 71300058 Name bayled Hel Create ReSidence Statuy (0048)
@l |

EEGroup  |A|  SPAEmployees PersA |20081  Health Human Services
EESubgroup A1/ FT N-FLSAOT Perm Statu  Active
Start 0370572008 to 12/31/9999) Changed on 03/085/2008 ZSAPTRNG54

Personn@No |71300050 Name 6ayled Hendrixd
i EEGroup \ |A|  SPAEmployees Persh alth Human Services
Personal identification EESubgrouf® A1 FT N-FLSAOT Perm Statu

Residence status NON-RESIDENT ALIEN .{% Start D3105/2008@,m 1273179999

1D type CITIZEN )

Issuing Authority gggg:ﬂ'ﬁg“m" { Vica information |
1D number ‘ Record Type USB1|  Non ResidentAliens - Visa Information
Issuing date I—vmu s

Expiry date Visa subtype

Date ofissue &
r; Expiration Date ~
Create Residence Statys (0048)
Issuing auth
QHBJQ‘K‘ Passport number
Permissiopgumber
Personnel No 71308658 Name Gayled
EEGroup o]  SPAEmployees Persa [2001] Heal én Services

EESubgroup A1 FT N-FLSAOT Perm Staty  Active
194 Record
Record Type US82  Non Resident I-94 Information |
M—
Departure Date 1273179999
Permission number
Substantial Presence Test Date
SPT Date
State of North Carolina
Office of the State Controller
Based on the selection you make in the Residence Status field on Notes

the 1-9 Residence Status (0094) infotype, additional infotypes will
display (as a reminder, you chose Citizen in both New Hire
exercises). Remember also that you must still enter non-citizen

employees into Windstar (the official record keeping system for the
State).

Non-Resident Alien

When you select Non-Resident Alien on infotype 0094, there are
two Create Residence Status (0048) infotypes that display (see
illustration above) in the following order:

* Record type: USO1 Non-Resident Aliens — Visa
Information

* Record type: US02 Non-Resident I-94 information

You determine which 0048 infotype you need to use: USO1 or
USO02. If you do not need US01, use the Next Record button to
page forward to US02.

Resident Alien

When you select Resident Alien on infotype 0094, only one Create
Residence Status (0048) infotype is displayed. Inthe Residence
status field, select the applicable type from the list. There are
57options in the drop-down list, including both USO1-Non-Resident
Aliens Visa Information and US02-Non-Resident 1-94 Information.
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Quick Entry - Personnel Action

= - - , mmmw_
HR MasterData Edit Gofo Exras Ulities(M) Seftings System Help
< 1 aH Qe CHAE Do B 0®
[®=] Personnel Actions
Gl 2 ck
%

Object manager scenario. ENPLOYEE
T 9 Pes Personnelno. [B8081457[3)

Name 9ayle hendrix

EEGroup K|  EPAEmployess Persa [6361] Govemor's Office
EESubgroup (M|  FTN-FLEAOT Perm

From

cive search help

Personnel Adtions

[Action Type |Personn, EEgroup [eE suvg |
| [CONVERSION LOA (NC) [
' |CONVERSION Sep PiContinug

ICONVERSION-Inactive
[CONVERSION-Withorawn
| |CONVERSION-Actve

| |POSITION ASSIG-Active

INew Hire (NC)
Promotion (NC)
Re-Instatement (NC)

lInvestigatory WiPay (NC)
'Suspension (NC)

)
{Appointment Change (NC)
IReallocation (NC)
e

I

E1T (1) 801 B8] betta0iz [ INS

Quick Entry assigns specific categories of employees to the
BEACON system as State staff. These employees are not paid
through BEACON, but may supervise employees paid through
BEACON or may need access to the BEACON system for other
purposes. Because Quick Entry is an Action, it must be initiated via
Workflow (ZPAAQ76).

You only need to use Quick Entry if you want the employees in the
categories listed below to have access to BEACON SAP. If you do
not want them to have BEACON SAP access, do not enter them
into the system.

— Contractors

— Volunteers

— Federal Employees

— Board Members

— Borrowing Employees/Dual Employment

BEACON SAP does not send the Quick Entry data to the
Retirement System for an external Personnel Number. Instead, the
BEACON system assigns an internal 8-digit personnel number, in
sequential order.

Please Note: The data entry convention for the social security field
for Quick Entry is 999-9x-xxxx. “X” stands for the last 5 digits of the
employee’s social security number (SSN). This helps ensure that if
these Quick Entry employees ever become a regular state
employee, they won’t have an existing SSN in BEACON SAP.

State of North Carolina
Office of the State Controller

Notes
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* Quick Entry

Cultural Resources Battleship Division has been assigned a
federal employee to work as a Maintenance Mechanic IV. The
position is funded by the federal government (the employee is
not a State employee, but is a Federal employee being paid by
the Federal government). The employee will have access to
the BEACON SAP system; therefore a Quick Entry Action is
needed (if no access will be granted, you don’t need to use
Quick Entry).

Initiate Workflow to begin the Quick Entry process.

R

State of North Carolina
Office of the State Controller

Notes

Use the data assigned in the Exercise Guide to complete the
exercise. Use eAssistant for step-by-step instructions.
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Re-instatement Process

=gy

1% Donn 00 OB

HR Master Data EditGoto s Utiities(d) Seft

@ Y40 00@

@3] Personnel Actions

@
2 ] 3 Y

cenario; EMPLOYEE

Personnel no. paoe1457[a)
pwchhely Name gayle hendrix

EEGroup K|  EPAEmployees PersA [6301] Governor's Office
EESubgroup AT FTN-FLSAOT Perm

From

TTOTTTOTUTT (T

Personnel Actions —
| Jaction Type Re-Instatement (NC)

| |CONVERSION LOA (NC) 1
| [CONVERSION Sep P/Continuati Leave of Absence (NC)
1 i

|CONVERSION-Inactive
| |CONVERSION-Withdrawn
| |CONVERSION-Actve
| |PoSITION ASSIG-Active
| [Newire tvc)

oiamatioo uC

IRe-Instaternent (NC) I

| [ouick Entry

| [Investigatory WiPay (NC)

| [suspension (NC)

| [Non-Beacon to Beacon

| [Transter (NC)

" |aopointment Change (NC)

| [Reallocation (NC)
a5

I

L [E17 (1) 801 B8] be1ta01z | INS

Reasons for Reinstatement
* Return to State within 12 months (same salary grade)
* Return to State within 12 months (higher salary grade)
* Return to State within 12 months (lower salary grade)
* Return to State within 5 years
* Return to State after 5 years
* Return from Short-Term Disability Trial Rehab
* Return from Short-Term Disability Complete
* Return from Long-Term Disability
* Return from Disciplinary Suspension
* Return from Investigatory Placement
* Return from Military Leave
* Return from Workers’ Comp Trial Rehab
» Return from Workers’ Comp Complete
* Return from Educational Leave
* Return from FMLA
* Return from Family lliness
* Return from Parental
* Return from Other-Leave
* Return to Supplemental

Sick Leave Balance

Before you process a Reinstatement Action for a withdrawn employee,
view the ending leave balance (IT2006 — Absence Quotas). If the

employee is returning within five years of separation, create Infotype 2013
— Quota Corrections (PA30) and enter the sick leave balance that was left.

State of North Carolina
Office of the State Controller

Notes
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Re-Instatement Process (to BEACON)

Vacancy is posted.

HR initiates approval
Workflow in BEACON
SAP.

Interviews are

Offer is extended and

accepted.
completed.
HR receives employee Manager or

data; gathers
additional info as
needed.

l— supervisor notifies HR

and sends employee
data.

|

HR receives approval
via Inbox and

HR executes Re-
instatement Action.

executes PCR.

State of North Carolina
Office of the State Controller

Although there is only one Reinstatement Action, there are two
instances in which it is used: (1) returning an employee from LOA
(covered in Advanced Create and Maintain Employee Data) or (2)
reinstating a former BEACON employee (who has a record in the
BEACON system). The difference between the two are the number
of infotypes the Action presents. When you are returning an
employee from LOA, you are presented with fewer infotypes than
when you are returning a previous BEACON employee to
employment. In the latter, you are presented with the same number
of infotypes as a New Hire Action. The above process describes a
Reinstatement other than from LOA.

Employees who separated within three months of cutover to
BEACON were converted into the system. Therefore, if any of those
employees come back to work for the State, you should use the
Reinstatement Action.

Cost Distribution Infotype (0027) This infotype is assigned to
every position, however, when an employee is separated, the
position defaults to 99999999. When an employee is separated, the
cost distribution is assigned to the employee. This ensures that
employees who receive any type of payment after separation will be
able to receive those payments. During a Reinstatement Action, you
will be presented with the Cost Distribution Infotype (0027). In this
case, you will delimit the infotype, because it should no longer be
assigned to the employee, but should revert back to the position.

Notes
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Finding an Employee

[} BN T N Rl leT 3
[®3] Display HR Master Data

el

Use either:

1. Personnel #

2. =N.XXXX

3. matchcode

[ Personnel Number (1) =
O g i asc ol

Last name

Fitst name

State of North Carolina
Office of the State Controller

Finding employees Notes
Before you can process existing or previous employee data you
must access the employee’s record. There are a variety of ways
you can search for an employee:

1. Personnel Number: Enter the Personnel Number
into the Personnel no. field.

2. Shortcut: Use a shortcut (=n.xxxx) in the Personnel
No. field to search by last name.

(Example: =n.hendrix - NO spaces.)

A list of all employees with that last name displays.
Double-click to select the appropriate employee.

3. Matchcode: Use the Match code at the end of the
Personnel No. field to search by last and first name,
or by Personnel Number, or by org assignment.

Verifying the Action is appropriate

Before you initiate an Action on a current employee, it is a best
practice to verify that the Action you are about to take is
applicable. For example, you cannot reinstate an employee who
does not have a Separation Action as the current record. Use
PA20 and the overview of the Actions infotype to verify that the
Action you are about to take is appropriate.
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* |In this demonstration, the Instructor will:

— Reinstate an employee who is returning to State employment

State of North Carolina
Office of the State Controller

Position default number

Observe on the Organizational Assignment infotype that the
employee’s Position number defaulted to one with a series of 9’s.
When an employee is separated, his or her position always
defaults to 99999999.

As indicated earlier, prior service is not entered during the New
Hire, Non-BEACON to BEACON or Reinstatement Actions. After
you verify that the employee is entitled to prior service, you must
access PA 30 and enter the dates of prior service on infotype
Time Specification/Employ. Period (0552).

Viewing previous employee data

If your security access permits, you can see some of the
information concerning employees in other Agencies. Run the
Verify Employment report found in the Cross Agency Verification
folder to view the employee’s personnel record.

Notes
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» Reinstatement

Karla Hart formerly worked with the State of North Carolina and
left for the private sector. After only a few months, she decided to
come back to the State. The employee is returning to Cultural
Resources as an Information & Communications Spec |, which is
the same position (salary and grade) that she held before she
left. The salary is the minimum of the salary range.

The effective return date is today. She completed the
requirements to become a licensed counselor while she was
away (see below).

Some of the employee’s information changed while
other information remained the same.

Initiate Workflow to begin the process.

e

Office of the State Controller

NOTE: In your work environment, a certification or license is only
added when it is a requirement of the position. In Karla’s case, the
license is not a requirement but is being presented here to provide
the training experience.

In this exercise some of the employee’s information, like
addresses, has changed since she was last employed by the
State. Make the changes as applicable during the Reinstatement
Action; however, remember to save a pre-populated infotype even
no changes were made to it.

Use the data assigned in the Data Guide to complete the exercise.
Use eAssistant for step-by-step instructions.

State of North Carolina

Notes
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Lesson Review

In this lesson you learned to:

» Process Actions using Workflow

» Use the appropriate Action to assign employees to the
BEACON SAP system

« Distinguish between the two hire Actions for new employees

» Select the applicable reason for each Action

State of North Carolina
Office of the State Controller

Notes
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Course Map

[ Lesson 1: Personnel Administration Review

[ Lesson 2: Introduction to Actions

[ Lesson 3: Entering Employees into BEACON SAP

Lesson 4: Adjusting Salaries

Lesson 5: Promoting Employees

Lesson 6: Separating Employees

Lesson 9: Connecting the BEACON Dots

Lesson 7: Updating Employee Data ]
Lesson 10: HR Reports Overview ]

[ Lesson 8: Updating Benefits Adjustments
[ Lesson 11: Course Review

State of North Carolina
Office of the State Controller

Notes
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Lesson Objectives

Upon completion of this lesson, you should be able to:

» Distinguish between making a salary adjustment,
appointment change, and a range revision

» Identify the job adjustments that must be made prior to
creating a range revision

+ Describe the difference between a range revision when
funds are available, and when funds are not available

State of North Carolina
Office of the State Controller

Notes
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Salary Adjustment - Personnel Action

HRMasterData  Edt Goto Extras Utiities() Seftings System Help
4 10H A SR Do B @8
[@1=] Personnel Actions
o
©l
2|a
Object manager scenario: EMPLOYEE
< §9 Person Personnelno. [98081457[3)
() Collective search help Noine payle hendrix
() Search Term EEGroup  |K|  EPAEmployees Persa [0301) Governor's Office
B Free search

EESubgroup [A1|  FTN-FLSAOT Perm
From

T USTT N7
—3

|l |Salary Adjustment (NC)
L l“” C v

| lauickEntry

| linvestigatory WiPay (N

| |suspension (NG)
Non-Beacon to Beacon

| frranster (NC)

| ppointment Change (NC)

o)

.Lsi\iNAﬂluS'ﬂ\sm {NC) I
) -ancel Salary Adjusiment

| |Range Revision (NC)

| [separation Pay Continue

| [separation (NC)
| |career Progression (NG)

U | E17 (1) 801 B8] bettadtz | INS

State of North Carolina
Office of the State Controller

Reasons for Salary Adjustment

» Salary Adjustment .

* Retention
Adjustment
* Lead Wkr
Adjustment

* In-range—Higher Lvl
* In-Range—Equity

Performance Increase

* Acting Pay

* Trainee Adjustment

* EPA Supplemental Pymt
* In-Range — Incr Var

* In-Range — Retention

* In-Range-Turnover

* Geographic
Differential

+ CGRA

* In-Range — Oth Labor Mkt

Site Differential
Legislative Increase
LEO Sworn

NOTE: Some of the reasons above apply to career banding and
some do not. If you do not see the applicable reason in Salary
Adjustment for career banding, you will use the Career
Progression Action (covered in PA410).

Notes
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Salary Adjustment Process

Conditions exist that
require an increase in
employee’s salary.

beacon

Narth Carolina
Office of the State Controller

Salary adjustment
request is submitted
and approved.

—_

HR receives employee
data.

HR executes Salary
Adjustment Action.

HR receives approval
via Inbox and
executes PCR.

HR initiates BEACON
SAP approval
Workflow.

State of North Carolina
Office of the State Controller

Cancel Salary Adjustment Action

A Salary Adjustment is an increase in an employee’s salary within
the employee’s current salary range and within the Agency where
the employee is currently employed.

If you give a salary adjustment for any of the reasons listed on the
previous page and later determine that it needs to be canceled,

use the Cancel Salary Adjustment Action. The same reasons for
the Salary Adjustment Action are applicable for the Cancel Salary
Adjustment Action.

Notes
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MISIRRES North Carolina
Office of the State Controller

Instructor Demonstration

* In this demonstration, the Instructor will:

— Create a salary adjustment for an employee.

== State of North Carolina
SLIDE 73 Office of the State Controller

Notes

Watch the Instructor complete the Action. The Instructor will
demonstrate using the student scenario. Review the steps on
eAssistant as the Instructor demonstrates the process.
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» Salary Adjustment

The supervisor of the first employee you hired (Exercise 3.1) has
been in a serious accident and is out on leave for at least four
months. Your employee, who is a Digitization Clerk, is being
asked to assume some of the major responsibilities of the
supervisor (Digital Project Manager) for a specific length of time.
Adjust the salary of the Digitization Clerk so that the employee is
receiving an additional pay of $4,000. The effective date is the 1t
day of next month and will end four months from that date. In your
work environment, you would use PA30 to enter a reminder
(Monitoring of Tasks) to remove the acting pay from the employee
at the end of four months.

r ¥ 1
g “j) S - S
State of North Carolina
Office of the State Controller

Notes

Use the data assigned in the Data Guide to complete the
exercise. Use eAssistant for step-by-step instructions.
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Appointment Change - Personnel Action

4

HRMasterData Edi Golo Exras Utifies(M) Sefiings System Help
(V] 1AH QA EHE DoAY BE @8
@ 1| Personnel Actions
©

[Ela]s]
Object manager scenario. ENPLOYEE |
< $@ Person Personnelno. (98081457 @)
Collective search help RS gayle hendrix

3 search Term

EEGroup K|  EPAEmployees Persa [6391] Governor's Office
{5 Free search

EESubgroup [A1|  FTN-FLSAOT Perm

—| [:]Appointment Change (NC)

He-Instatement (NC)

|Leave ofAbsence (NC)
Quick Entry
investigatory WiPay (NC)
[Suspension (NC)
| |Non-Beacon to Beacon
| {ranss
| lAppointment Change (NC) I

| [pemotion (NG)

Salary Adjustment (NC)
iCancel Salary Adjustment

| [Range Revision (NC)

Separation Pay Continue

| [separation (NC)
| [Career Progression (NC)

5] I ialo

E1T (1) 801 B8 beitabiz | INS

State of North Carolina
Office of the State Controller

Reasons for Appointment Change
+ Trainee to Permanent

* Time-Limited to Permanent

* Probation Time-Limited to T/L

* Part Time to Full Time *

* Full Time to Part Time *

+ Change in hours *

« Exten of Appt - no money involved
* Supplemental to Probation

* Supplemental to Permanent

* Intermittent to Probation

* Probation to Permanent

*  Permanent to Time Limited

* Permanent to Supplemental

* Permanent to Intermittent

+ Change in FLSA

* NOTE: Do not merely change the hours on ITO007; use the

Appointment Change Action as applicable.

V9_022409
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Employee
successfully
completes
probationary or
training period

Appointment Change Process

HR receives employee
data

HR initiates BEACON
SAP approval
Workflow

HR executes
Appointment Change
Action

HR receives approval
via Inbox and
executes PCR

State of North Carolina
Office of the State Controller

An Appointment Change occurs when an employee has successfully
completed his or her probationary or training period and receives an
appointment to either a permanent or a time-limited position. Based
upon the supervisor’s recommendation, the employee may transition
from probationary (or training) status at anytime from 90 days to nine
months. In order for the employee to receive an increase in salary, an
Appointment Change Action (rather than a Salary Adjustment Action)
must be used. This is because the employee subgroup must be

changed.

When you create an Appointment Change, not all infotypes that display
will require that you change information. Your Agency, as well as the
type of appointment change, determines this. Here are some of the
infotypes or fields that you may need to change:

* Employee Subgroup

— if moving from Full-Time (FT) to Part-Time (PT), or vice versa
— if moving from probationary or trainee to permanent

* Planned Working Time - if moving from FT to PT, or vice versa

» Basic Pay - if salary has changed (usually changes with trainee-to-

permanent)

» Monitoring of Tasks — example, trainee progression

The Appointment Change Action allows you to give the salary increase
at the same time you modify the Employee Subgroup (a Salary
Adjustment Action only allows you to modify the salary).

V9_022409

Notes
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* Appointment Change

Leona Grayson was hired in Cultural Resources as a Historic
Sites Specialist | in trainee status, and has completed the training
progression. You need to create an Appointment Change to
change the employee’s status to permanent, full time, not subject
to FLSA overtime. In addition, the employee received an
additional $500 in salary.

Initiate Workflow to begin the process.

4 > O

State of North Carolina
Office of the State Controller

Employee Subgroup

Keep in mind when you save the Copy Actions (0001) infotype for
this type of scenario, the employee subgroup determines if the
employee is eligible for overtime.

Basic Pay (0008) — USD or USDN

Observe that on the salary infotype (0008) the value is USD.
However, if the employee was a permanent DOT employee, the
field would read USDN because DOT permanent positions require 5
decimal currency. In that case, BEACON SAP will automatically
change the USD field to USDN. The 5 decimal currency rule does
not apply to DOT temporary employees.

Changing temporary employees to permanent employees

If a temporary employee accepts a permanent position, one of the
following is applicable:

1. Ifthey change position numbers it is either a Transfer or a
Promotion.

2. Ifthey don't change position numbers it is an Appointment
Change. You will also modify the salary as applicable in
the Appointment Change Action. Be sure to justify salary
in Maintain Text.

Caution! If the Action moves the employee from one payroll

type to another (bi-weekly to monthly or monthly to bi-weekly),
you only initiate the Workflow. When the Workflow is approved,
you contact BEST to complete the Action.

Notes
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Range Revision - Personnel Action

Offic

= (=1 1c}
HRMasterData  Edit Goto Extras Utiites(¥) Seftings System Help
g 10H e CHNE o BE 28
@ | Personnel Actions
%

Object manager scenario: EMPLOYEE
< @ Person Personnelno. (98081457 [3)

() Collective search nelp N gayle hendrix

h Te
gff;’;;";“ EEGroup K| EPAEmployees Persa (3301 Governor's Office

EESubgroup 1] FT N-FLSAOT Perm
From

Personnel Actions,

= L e
Action Type p—d
Re-Instatement (N{

[ Bl i Range Revision (NC)

| Jouick Entry —

| [suspension (NC)

| [Non-Beaconto Beacon

| [Transter (NG)

Appointment Change (NC)

| [Reatiocation (NC)

™ Ipemotion (NC) I
[Salary Adjustment (NC)

| |cancel Salary Adjustment

IRange Revision (NC)

[Separaion F'ay Continue
iSeparation (NC)
|career Progression (NC)

i ¥ 1<0]

E1T(1) 801 B3| betta0iz [ INS

State of North Carolina
Office of the State Controller

Reasons for Range Revision

* Range Revision Full
* Range Revision Partial
* Range Revision after Effective Date Complete

* Range Revision after Effective Date (Retro to Min)

* No Salary Adjustment

The reason, Range Revision Partial ,is used when an employee
is receiving only part of the funds. At a later date, if additional
partial funds are released, you will create a new Range Revision
and use partial as the reason with the new effective date, and not
the date of the original Range Revision Action. Of course, if the
additional released funds are for the full amount, you would use
“Range Revision after Effective Date Complete” (with the current
date) instead of Range Revision Partial.

The reason Range Revision after Effective Date (Retro to Min)
can only be used to bring an employee up to the minimum.

Notes
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beacon
Ofcs of the st Ceatmalie

Range Revision Process

New range is

. approved b BEST Shared
Change in labor PP y L Services (OM)
market is verified. State Personnel changes job class to

new grade level.

|

Commission.

Are funds available HR identifies the
for salary increase? Positions and OSP notifies Agency
<+— | employees who are [+—| HR of Jobs affected
affected by the by the revision.
Yes revision.

HR executes When funds are
WF, PCR, HR Choose E;zgt;te available, execute
and Range executes No Salary 0052 to WF Range Revision

Revision. WF Range Adj. as the e and choose
Action is Revision. reason. A appropriate reason.
completed.

State of North Carolina
Office of the State Controller

Range Revision is a change in the salary range, resulting from
changes in the labor market. Any salary range change must have
the approval of the State Personnel Commission (SPC). The
revision may result in a change to the minimum and maximum, to
the minimum only, or to the maximum only.

After the SPC approves a salary range revision, BEST Shared
Services OM will make changes to the Job class. This must
happen before Personnel Administration can initiate the Range
Revision in BEACON SAP.

NOTE: A change in the Job will automatically change the salary
range of all Positions that are within that Job (Class).

After the Job has been updated, HR must identify the employees
who are affected by the change and then initiate a Range Revision
via Workflow for each employee. If funding is available, the
applicable reason and salary changes are made and the Action is
completed. However, if funding is not available, HR still initiates the
Range Revision Action, but chooses No Salary Adjustment as the
reason. In this case, HR must then execute additional steps to
reserve the balance. This latter type of Range Revision will be
discussed further in a subsequent lesson.

Notes
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& beacon
MISIRRES North Carolina
Office of the State Controller

Instructor Demonstration

* |n this demonstration, the Instructor will:

— Create a range revision for a selected employee

Q, State of North Carolina
SLIDE 80 Office of the State Controller

Notes

Watch the Instructor complete the Action. The Instructor will
demonstrate using the student scenario. Review the steps on
eAssistant as the Instructor demonstrates the process.
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» Range Revision

OSP has notified you that a range revision for the Historic
Interpreter job class has been approved, and this affected all
Docent Coordinator positions. Additionally, you have been notified
that the job class and the positions have been changed by
Shared Services Organizational Management (SSOM) to reflect
the revision from Grade 62 to 68. The new range has increased
the employee's salary by $1,000.

You have identified that Rose Brown in your Agency was affected
by the revision. Funds are available for the employee to receive
the full amount. The effective date is today. Observe that the
employee’s grade has already been changed based on the
changes SSOM made to the job class.

Initiate Workflow to begin the process.

.

State of North Carolina

Office of the State Controller

Before executing the Workflow PCR, verify the employee’s current
grade. Use transaction code PA20 to view the Basic Pay (0008)
infotype. The current grade should be 62.

When processing the Range Revision Action, observe on the PCR
that the employee’s grade has already been changed. That
change is a result of the Job change made by BEST Shared
Services, Organization Management (SSOM). Before initiating a
Range Revision, make sure that SSOM has made the appropriate
OM changes. This is critical!

Use the data assigned in the Data Guide to complete the exercise.
Use eAssistant for step-by-step instructions.

Notes
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v h Caroli

(NSRS North Carolina
Office of the State Controller

Lesson Review

In this lesson you learned to:

» Distinguish between making a salary adjustment,
appointment change, and a range revision

= Identify the Job adjustment that must be made prior to
making a range revision

» Describe the difference between a range revision when funds
are available and no funds are available

State of North Carolina
Office of the State Controller

Notes
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Course Map

Lesson 1: Personnel Administration Review

Lesson 3: Entering Employees into BEACON SAP

[ Lesson 2: Introduction to Actions

Lesson 4: Adjusting Salaries

Lesson 5: Promoting Employees

Lesson 6: Separating Employees

Lesson 7: Updating Employee Data

Lesson 8: Updating Benefits Adjustments J
Lesson 10: HR Reports Overview ]

[ Lesson 9: Connecting the BEACON Dots

Lesson 11: Course Review

State of North Carolina
Office of the State Controller

Notes
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Lesson Objectives

Upon completion of this lesson, you should be able to:

» Promote an employee

State of North Carolina
Office of the State Controller

Notes
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Action - Promotion

G4 DEE\W
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|Action Type
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| |coNVERSION-Inactive I
| |convERSION-Withgrawn
| |CONVERSION-Actve
| |PoSITION ASSIG-Active
| INew Hire (NC)
[ Promston ey ]
le-Instatement (NC)
| lLeave ot Absence (NC)
| louick Entry
| linvestigatory WiPay (NC)
| [suspension (NC)
| Non-Beacon to Beacon
| [Transter (NC)
lopointment Change (NC) =]
| |Reallocation (NC)

I

[« I {ajn]

UEIT (1) 601 B3] betta0iz [ INS

DE o State of North Carolina
- - Office of the State Controller

Notes
A Promotion is a change in status to a higher salary grade
Position. A promotion also results in an increase in salary, in
accordance with the State Promotion Policy.
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Promotion Process

Funded, established

Position exists; e Interviews are
Position is vacant or Positionis posted. — conducted.

pending vacancy.

HR g_;athers a_ddlt_lonal Man_ager or Offer is made and
information if + supervisor sends accepted
applicable. employee data to HR. pted.
HR initiates BEACON HR receives approval,
. Ll HR executes
SAP approval via Inbox and . X
Promotion Action.
workflow. executes PCR.

Several steps must take place before a Promotion Action is
executed in BEACON SAP.

First, a funded and established Position must exist. The Position is
either vacant, or there is official notification that a vacancy is
pending (for example, an employee has submitted his or her
resignation).

The Position must be posted in accordance with State policy. After
the posting time frame has expired, all qualified candidates are
interviewed and a qualified candidate is selected. Afterthe
candidate receives and accepts the promotion offer, the Manager or
Supervisor sends the employee information to HR, using a variety
of distribution methods (i.e. manual form, email, phone call, fax, or
other method).

HR gathers any additional information and initiates the BEACON
SAP approval workflow. After the approval is received via Inbox,
HR executes the PCR and the Promotion Action.

Reasons for Promotion
* Promotion
» Promotion Inc-After Eff Date
* Acting Promotion

State of North Carolina
Office of the State Controller

Notes
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* |n this demonstration, the Instructor will:

— Promote a current employee to a vacant Position at a
higher level

— Increase the employee’s salary

State of North Carolina
Office of the State Controller

During the Promotion Action process, BEACON SAP prompts you
to select the following:

» Create a vacancy for the Position the employee held prior
to being promoted. Select Yes.

« Delimit the vacancy on the Position to which you are
promoting the employee. Select Yes.

You should also be aware that the work schedule will default from
the Position. You should change the work schedule based on the
approved schedule if it is different from the one listed. The default
work schedule is based on information provided by your Agency
and by BEACON team members. It is important to review this
work schedule for correctness, including the working hours.

Watch the Instructor complete the Action. The Instructor will
demonstrate using the student scenario. Review the steps on
eAssistant as the Instructor demonstrates the process.

Notes
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* Promotion

The supervisor for Karla Hart is promoting her from an
Informational | Communications Spec | position to an
Informational & Communications Spec Il position. The
promotion will be effective as of the 15th of the next
month. The accompanying pay increase is in accordance
with State policy. The new salary is the minimum of the
new position. Process the promotion in SAP.

Don't forget! You must have reinstated the Karla Hart
assigned to you in a previous exercise before you can
promote her. Before you begin, use PA20 to view the
Actions infotype to make sure that the Karla Hart assigned
to you indicates “Reinstated” as her last action.

Initiate Workflow to begin the process.

<

L, S
SLIDE 88 State of North Carolina
i Office of the State Controller

Use the data assigned in the Exercise Guide to complete the
exercise. Use eAssistant for step-by-step instructions.

Notes
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Lesson Review

In this lesson you learned to:

» Promote an employee

State of North Carolina
Office of the State Controller

Notes
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Course Map

Lesson 1: Personnel Administration Review

Lesson 2: Introduction to Actions

Lesson 4: Adjusting Salaries

[ Lesson 3: Entering Employees into BEACON SAP

Lesson 5: Promoting Employees

Lesson 6: Separating Employees

Lesson 7: Updating Employee Data

Lesson 8: Updating Benefits Adjustments

Lesson 10: HR Reports Overview

[ Lesson 9: Connecting the BEACON Dots ]
[ Lesson 11: Course Review

State of North Carolina
Office of the State Controller

Notes
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Lesson Objectives

After completing this lesson, you should be able to:

» Distinguish between the two types of separation

« ldentify when it is appropriate to use each type of
separation

* Separate employees

l a4 State of North Carolina
. Office of the State Controller

Notes
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Two Types of Separation

+ Separation Pay Continuation
- Retirement: Law Enforcement Officer supplement (retire before age 62)
- Reduction in Force (RIF): Severance and/or health insurance
- RIF: Discontinued Service Retirement
- Separation: Short-Term Disability

» Separation
- All other employees not listed in the Separation Pay Continuation Action

+ Save the Cost Distribution infotype

Note: Verify that time evaluation has run, that balances are accurate
and that all time has been entered, released and approved

There are two Actions that involve employee separation, Separation
Pay Continuation and Separation. Itis important to determine which
Separation Action is appropriate. Before you enter either type of
separation, it is important to make sure that (1) time evaluation has
been run (Hint: Use PA20 transaction to view the ITO003 for the
employee. The PDC recalculation date represents the last time eval
has been run), and (2) time balances are accurate.

Separation with Pay Continuation is used only for:

* Retirement - Law Enforcement Supplement for Law Enforcement
Officers (LEOs) who retire before age 62. You will use the other
Separation after age 62.

* Reduction-in-Force (RIF) — Severance and/or health insurance
* RIF — Discontinued Service Retirement
* Separation Short-Term Disability

Separation is used for all employees who do not qualify under the
Separation with Pay Continuation Action.

Cost Distribution Infotype (0027). This infotype is assigned to every
position. When an employee is separated, his or her position defaults to
99999999; therefore no cost distribution is assigned. During both types
of Separation, you save the infotype so that it is assigned to the person.
This infotype allows you to create a payout to an employee if needed
after the separation. If the Cost Distribution infotype has not been
saved, the payout cannot be processed. If the employee returns to work
later, you will delimit the infotype during the Reinstatement.

State of North Carolina
Office of the State Controller

Notes
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Separation — Personnel Action
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IReallocation (NC)

| Ipemotion (NC)

| Isalary Adjustment (NC)

I

[Cancel Salary Adjustment
Range Revision (NC)
{Separation Pay Continue
= =

Separation (NC)
—

E1T (1) 801 B3] betta01z | INS

State of North Carolina

Office of the State Controller

Before processing a Separation, you should ensure that all time
sheets have been entered, approved and released. If the
timesheets are not up-to-date, correct, approved, and released
you cannot enter the payout of leave during the Separation Action.
When this happens, you will complete the Separation by-passing
the leave payout infotype. When the timesheet has been run and
released, you will use PA30 to create Time Quota Compensation
(0416) to payout the employee’s applicable leave.

NOTE: The Separation Action automatically converts the direct
deposit to a check. Itis important to ensure that the address is
correct prior to entering the Separation into BEACON SAP.

Notes
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Separation Effective Date

« State of North Carolina definition
— The last day you are still an employee.

« BEACON SAP definition

— The first day you are no longer an employee. BEACON SAP
automatically adds one day to the last day worked within the
Action.

« Enter last date worked as effective date on Workflow
— Do not add a day

State of North Carolina
Office of the State Controller

Separation effective date

The State of North Carolina defines your effective separation date
as the last day you are still an employee. BEACON SAP defines it
as the first day you are no longer an employee.

On the Workflow (WF) Employee Action Request, enter the last
day worked (or on payroll if retiree)--do not add a day. BEACON
SAP automatically adds one day to the last day worked within the
Action. Examples: The employee is separating for personal
reasons and the last day worked is 8/25/2008. The effective date
is 8/25/2008. Or, the employee is retiring effective 9/1/2008. The
employee’s last day worked is 8/28/2008, because he or she is
exhausting vacation the remainder of the month. The effective
date will be 8/31/2008. The last day worked would be 8/28/2008.

After you receive the WF approval PCR, enter the last day worked
as the effective date on the Personnel Actions screen in BEACON.
Beginning with the next screen, 0000-Copy Actions, BEACON has
already added one day to the date you entered on all subsequent
infotypes within the Action. Save the infotypes and do not change
the dates until you get to infotype 0416-Create Time Quota
Compensation (you only receive this infotype if you have leave
payout). Change the date on that one infotype (0416) to reflect

the same date as the effective date of the Action. If you change
the dates on any infotype except 0416, the employee will not
receive the last day of pay. See example on the next page.

Notes

Page 94



PA 310 - Create and Maintain Employee Data
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Separation Effective Date Example

* Employee’s last date worked is 8/31/2008
— Enter 8/31/2008 on Workflow (do not add a day)

» Workflow approval PCR is received
— Enter 8/31/2008 on Personnel Action screen
— Execute
BEACON adds one day to all remaining infotypes (9/1/2008)
— Only change the date on the Time Quota Compensation infotype
(only displays if you select subtype for leave payout)
= Change Time Quota Compensation to reflect same date as
Personnel Action (8/31/2008)

State of North Carolina
Office of the State Controller

Last date worked is 8/31/2008, which is entered on the WF Employee
Action Request. Be sure to enter the same date in “Last Day Worked”
(see previous page if retiree).
After receiving the WF approval, enter 8/31/2008 on the Personnel Actions
Screen (PA) and Execute.
Copy Actions (0000) is displayed with a date of 9/1/2008. Do not change
the date. Enter the reason for the Action. If Separation Pay Continuation,
change the position number to 99999999. Save the infotype.
Enter to by-pass the delimit message, and click Yes to create vacancy.
Copy Organizational Assignment (0001) is displayed. Do not change the
date. Save the infotype.
Change Date Specifications (0041) is displayed. Do not change the date.
Verify the last day worked is accurate. Save the infotype.
Create Cost Distributions (0027) is displayed. Do not change the date.
Save the infotype.
Infotypes for infotype Time Quota Compensation is displayed. Perform
either (a) or (b) as described below:
(a) If no payout, close the pop-up.
(b) If payout, Select the appropriate subtype. Time Quota
Compensation is displayed. Change the date to reflect the same
date as the effective date of the Action (in our example, 8/31/2008).
Enter the number of hours of payout. Save.
Delimit Objects on Loan (0040). Do not change the date. Delimit the
applicable items and Save the infotype.

10. Click the Back button when automatically returned to the PA screen.
11. Click the Complete Workflow Item button.

V9_022409
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Separation

beacon

83 North Carolina
of the State Controller

Office

Manager or
supervisor notifies HR
of separation.

HR receives employee
data and gathers
additional information
if needed.

HR initiates approval
Workflow in BEACON
SAP.

HR executes ——

Separation Action.

HR receives approval
via Inbox and
executes PCR.

Note: When you use the separation reason Beacon to Non Beacon
(see below), BEACON SAP automatically stops pro-rated longevity by
running the Time Transfer Specifications (2012) infotype in the
background. After you separate an employee using the Beacon to Non
Beacon reason, you should use PA20 to view 2012.

State of North Carolina
Office of the State Controller

V9_022409

Reasons for Separation

Better Employment
Personal Reasons
Involuntary Separation
Did Not Report

Voluntary Resigned
Without Notice

Reduction in Force (RIF)
No Reason Given

Long Term Disability
Retirement

Retirement Disability
Contract Ended
Time-Limited Appt Term
Supplemental Appt Term
Appointment Ended

Not Re-Elected

Dismissed — Gross
Inefficiency

Dismissed — Conduct

Dismissed —
Unsatisfactory
Performance

RIF — Prior to achieving
career status

Prior to achieving perm
status

Pay in lieu of notice
Death

Other

Terminate while on FMLA

Cancel Sep Pay
Continuation

Beacon to Non-Beacon
Agency (pro-rate longevity
will not be paid—see note
on slide above)
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« Separation

Nicole Ahrens has informed you that the 15™ of next month is the last day
she will work. She is resigning effective that day for personal reasons and
has leave that needs to be paid out. As you enter the Separation Action,
you should remember to delimit any items on loan that the employee
returned. If the employee has not returned the items on loan, but you need
to process the Action in order to get him or her off payroll, you can go
ahead and complete the Separation Action, but in that case, do not delimit
the items on loan. You should then complete a PA30 on Monitoring of Tasks
(0019) to create a reminder to retrieve the items. For this exercise, assume
you have:

— ensured that time evaluations have been run

— verified that the time balances are accurate

Initiate Workflow to begin the process.

& <

State of North Carolina
Office of the State Controller

DE

Use the data in the Data Guide to complete the exercise. Use
eAssistant for step-by-step instructions.

NOTE: If the employee has not returned the items on loan you will
not delimit those items, but you should make an entry in PA30 on
Monitoring of Tasks to enter a reminder to follow up and retrieve
items.

Notes
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Lesson Review

In this lesson you learned to:

» Distinguish between the two types of separation

« ldentify when it is appropriate to use each type of
separation

* Separate employees

State of North Carolina
Office of the State Controller
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Course Map

Lesson 1: Personnel Administration Review

Lesson 2: Introduction to Actions

Lesson 3: Entering Employees into BEACON SAP

Lesson 5: Promoting Employees

Lesson 6: Separating Employees

[ Lesson 4: Adjusting Salaries

Lesson 7: Updating Employee Data

(—

Lesson 8: Updating Benefits Adjustments

Q—

Lesson 9: Connecting the BEACON Dots

[ Lesson 10: HR Reports Overview ]
[ Lesson 11: Course Review

State of North Carolina
Office of the State Controller

Notes

Page 99



PA 310 — Create and Maintain Employee Data

V9_022409

Lesson Objectives

Upon completion of this lesson, you should be able to:

« Distinguish between entering data in Actions and entering data
in individual infotypes

+ Describe the process to maintain employee data
+ ldentify the transaction code used to update employee data
+ Distinguish among the editing functions

* Use BEACON SAP to maintain employee data

State of North Carolina
Office of the State Controller

In the previous lessons you entered data into an employee’s
personnel file by using Actions. By using Actions, BEACON SAP
automatically presented you with a series of logically arranged
infotypes that together comprised the employee’s records that
could change with the Action.

In this lesson, you will enter data into specific infotypes, based on
the type of information that needs to be created or revised. You
will determine and select the specific infotype to be revised,
rather than BEACON SAP automatically presenting the infotypes
to you. Although Workflow is not required for maintaining
employee data, you should continue to use the proper
documentation that authorizes the revisions you are making, just
as you have done in the past.

Notes
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PA 30 — Maintain Master Data

®a| Maintain HR Master Data
Oz« @ al R

Personnel no. =
Name Rebecca Sutton 1
EE group 3 Elected Pers.area 0290 Court Administration
EE subgroup E4 State Judge Cost Center 29000027  State Court#2-.
@nal Data | Payroll | Benefits | TimeRecording | Addtl. Parsom
[_Ilnlotype text [e] || [Period
|_|Actions (0000) '/J | ® Period
__|Organizational Assignment (0001) Ll Fr. To
__|Personal Data (0002) 4 Today Curr.week
‘ __|Addresses (0006) ¢ Al Current month
\ __|Planned Working Time (0007) VA‘ From curr.date ) Last week
|_|Basic Pay (0008) V‘ Up to Today ) Last month
‘ __|Family Member/Dependents (0021) [ Current Period Current Year
{JResldenee Status (0094) V|4 ] Choose |
__|Additional Personal Data (0077) LI e
[ Direct sefeciion [l| | Area to enter
Infotype STy
J =| | Infotype and

{ U [Ra1(1)(800)

subtype
number directly

State of North Carolina

Office of the State Controller

After employees are hired, circumstances may arise that make it
necessary to enter new data or revise existing data.

Use PA30 to access the Maintain HR Master Data screen. There
are several options available, which are the same options you
saw in PA20-Display Master Data. The options are:

Tabs: The infotypes are grouped together by subject matter on a
Tab menu. Simply select the Tab you want to access, or use the
display all tabs button. After you select the appropriate tab, you
may have to scroll to find the specific infotype.

Period: You have various options regarding the time frame you
wish to use when displaying an infotype. Some infotypes will
display only if the All option has been selected.

Direct Selection: You can either enter the infotype code and
subtype in the Direct Selection field, or use the matchcode to
search for the infotype. You don’t have to be on a specific tab to
use the Direct Selection option.

Notes
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Infotype Dates

« Effective (start) must be entered
« BEACON SAP applies 12/31/9999 as end date

* Former data (when applicable) is delimited one day

prior to the new effective date

State of North Carolina
Office of the State Controller

Notes

The same rules that apply to dates in Actions are also applicable
when creating or revising infotypes. Each entry must have an
effective date and an ending date. In most cases you will not
enter an end date; BEACON SAP will automatically apply the
end of time for the new data. In addition, BEACON SAP
automatically delimits the previous infotype to one day prior to
the new data.
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Infotypes Delimited

infotype  Edit Goto  Extras  System  Help

< BAH e |

Display Addresses (0006)

[El]]

Personnel Mo 95381554 Name

EEGroup B SPA Law Enforcement
pent BT FT S-FLSAOT Perm <

08/16/2007 1o [12/31/9999

Pel

Address type Permanent residence

oo

Address line 1 734 Gold Street

Address line 2

Cityfcounty Raleigh

Stateizip code NC | North Carolina

Country Key UsA n
Telephone Number 919 772-5630

New address effective
date with 12/31/9999 as

end date

1| Crime Control & Public Safety
Sigfu  Active
anged on 08/28/2007 | GHENDRIX

8-4705-ACO7-B-B1 -1

Old address end

Infotype  Edit Goto  Exras  Syster

date delimited

] Pl Bl @
Display Addresses (0006)

EEH

Personnei No 95301554 Na Whitney INT30-4705-ACO7-B-81-1

EEGroup B SPA Law Enforcement PersA 4701 Crime Control & Public Safety

EESubgipueT® FT 8-FLSAOT Perm ~ Active
Start 03/19/2087 o 08/15/2087 Chghged on |05/38/2007 WCREECH

Address

Address type Permanent residence [5]
cho
Address line 1 215 Poplar Street
Address line 2
Cityicounty Raleigh Wake
Statefzip code NC | North Carolina 27612
Counlry Key UsA <]
919 772-5630

Telephone Number

State of North Carolina
Office of the State Controller

In the above example, the employee moved to a new permanent
address effective 8/16/2007. When the new permanent address
was entered with the 8/16/2007 effective date, BEACON SAP
automatically assigned the end date as 12/31/9999 and delimited
the old permanent address to 8/15/2007.

The employee’s other addresses, emergency contact and mailing
address, still have their original end dates of 12/31/9999 because
no changes have been made to them. In this case, the

Addresses infotype has several subtypes, all with ending dates of

12/31/9999.

NOTE: The Emergency subtype is an exception to the automatic
delimit rule. BEACON assumes an employee may have more
than one emergency contact; therefore the previous emergency
record is not automatically delimited. You must manually delimit
the previous emergency record if it is no longer applicable.

Notes
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PA Infotypes Online Job Aid

« Job Aid — Online you will find a list all Personnel Administration (PA)
infotypes and their descriptions.

« Exercises: In the exercises that follow you will maintain the following
infotypes:

— Verify Education

— Bank Details

— Objects on Loan

— Wage Maintenance

— Adjustment Reasons

State of North Carolina
Office of the State Controller

The PA Infotypes job aid is available online. The job aid contains a
complete list of all the infotypes used in Personnel Administration,
including codes and brief descriptions.

In this class, you will have an opportunity to maintain several
infotypes. After you learn to maintain one infotype, you will realize
that you use the same process and methodology to maintain any
infotype.

Discuss with the Instructor any questions you have about infotypes
and their descriptions.

A condensed version of the job aid is available as a handy job aid
for use at your work station. The condensed version is also
available online.

Notes

Page 104



PA 310 — Create and Maintain Employee Data

V9_022409

Maintain HR Master Data

HR master data records by one of the following functions:
» Creating new data
» Changing existing data
» Delimiting existing data
» Deleting data (only used by HR!)
» Copying data (to maintain history)

Access is determined by BEACON SAP security and your HR
BEACON roles

changes to their employee records

Maintaining HR Master Data records involves processing existing

Employees with access to Employee Self-Service can make certain

State of North Carolina
Office of the State Controller

Using PA30 — Maintain Master Data, allows you to use the
various functions to create, correct, copy, change, and delete
information, or enter a stop date on a specific infotype.

As indicated in the BEACON SAP Navigation course, screens
and tasks to which you have access are determined by your
BEACON SAP security role. Only certain business roles will
have the security access to maintain master data records for the
employees in your Agency.

Some personnel information can be changed by the employee
through Employee Self-Service (ESS), including:

» Tax Withholding

» Addresses

» Family Member/Dependents
* Bank Information

However, in order to provide you an opportunity to practice, the
exercises in the training are designed to assume the employees
do not have access to ESS.

Notes
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Description of Buttons

Create

15 Display
HR mafter data Edit Goto Extras U - Bystem ..
TOECae CRBIan Delimit L,

I‘haint hin HR Master Data

D om)E
Persdnnel no. | @
Overview
Delete
Payroll , Benefits  Time , Addil. Personal Data_, Planning_ [, ' * "2
I (nlype.;-'- ‘LL ”— TrEm COpy
| |Actions [ @
‘ A Cha nge = From To
| |Personal Data CToday QO Cum.week
| [Addresses QAll Q Current month
| |Planned Warking Time O From curr.date O Last week
L geualey OTo Current Date O Last month
| |Family Member/Dependents O Current Period O Current Year
| |9 Residence Status [+ ™= Choose
\Additional Personal Data =1} |
Direct selection
Infotype STy

There are several ways to Maintain Master Data as listed below.
You may not have security access to all of the options.

Create: Create a new infotype for an existing employee.

Change: Do not use! A decision has been made that State HR will
use the Copy function with the original date to overwrite existing
data and correct data. You will not use the Pencil icon. You can
only correct a current (not historical) record. Only BEST Shared
Services can make changes to historical records.

Delete: Eliminate a record. This function should be used with
caution, because it permanently removes the information from the
database, and cannot be retrieved. Only a select number of HR
employees will have security access to use the Delete function.

Delimit: Enter an end date on an infotype to make it inactive.
Copy: Modify or update an infotype to ensure that history is
maintained (as long as you change the effective date accordingly).
If you don’t use a new effective date, you are overwriting history on
some infotypes. You must ensure that you use the new effective
date when you use this function.

Display: View an individual infotype.

Overview: View a list or summary of the infotype’s data.

State of North Carolina
Office of the State Controller
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Copy Dates are Critical

History versus no history

E" « Copy to correct data on some infotypes — no
history if you use the same effective date

Eu + Copy - history (only if you use new effective
— date)

State of North Carolina
Office of the State Controller

There is an important distinction between using the Copy function with the Notes
original date and with a new effective date:

» Use the original date when you need to correct an error on existing
infotypes. By using the infotype’s original date, you are overwriting the
history. Be aware that you can only use the Copy function to correct
errors on some infotypes. For others, you will have to contact BEST.

+ Use a new effective date when you want to create history.

The original date is used to correct data errors. Using this function
overwrites the existing data; therefore, there is no history of the former
erroneous data. For example, if the person’s last name was entered
incorrectly, you would not want the incorrect spelling on the employee’s
record. Using Copy function with the original date in this instance is
appropriate so the correct last name is displayed in the employee’s record.

You must be extremely careful about the date when using the Copy
function. For example, an employee has bank “A”, and wants to change to
bank “B” the first of next month. If you use the Copy function with the new
date (the first of next month), there is a history of both banks. On the other
hand, if you used Copy and forgot to put in the new date, it would look as if
the employee had always used bank “B”; there would be no history of bank
“A”. Remember, using Copy with the original date, there is no history.

NOTE: You can only Copy current records. Keep in mind all history
changes must be sent to BEST Shared Services to be changed. This is
the same as you did in PMIS with prior forms to OSP for approval/entry.
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Instructor Demonstration

cow North Carolina
Office of the State Controller

* PA30 Maintain Employee Data
— Education

— Objects on Loan

In this demonstration, the Instructor will:

— Indicate that an employee’s education has been
verified

— Add the additional two items on loan (keys)

State of North Carolina

SLIDE 108 Office of the State Controller

Notes

Watch the Instructor complete the Action. The Instructor will
demonstrate using the student scenario. Review the steps on
eAssistant as the Instructor demonstrates the process.
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* PA 30 — Maintain HR Master Data — Verify Education and
Objects on Loan

Assume it is the first day of next month. You have received
verification of the education for the first employee that you
hired (Exercise 3.1).

Enter the verification on the employee’s record.

You realize you forgot to add the two keys that the
employee received when hired. Add those items now.

-

State of North Carolina
Office of the State Controller

Caution! In this exercise, you will be using two different effective
dates.

Use the data assigned in the Exercise Guide to complete the
exercise. Use eAssistant for step-by-step instructions.

Notes
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» PA30 Maintain Employee Data — Maintain Bank
Details

Karla Hart has informed you that in addition to her
current bank she has a new bank to which she wants
to direct 25% of her direct deposit into a checking
account. In addition, she wants $100 to go to the new
bank into a savings account. The remainder will go to
the current bank in her checking account. The
effective day is the first of next month.

Update the employee's BEACON SAP record to reflect
the change to the banking information. Her new bank
is Capital. The bank key is 053112123. Her checking
account number is 84568; savings is 684511.

4 >
State of North

Office of the State Controller

If an employee wants to close an account and move to a new
account, you should advise the employee to leave the old bank
account open until the direct deposit has correctly been made to
the new bank or the new account.

Use the data assigned in the Exercise Guide to complete the
exercise. Use eAssistant for step-by-step instructions.

Notes
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(@ beacon

(RS North
Office of the State Con!

Separation Pay Continuation-Personnel Action

= mmmw
HR MasterData Edit Goto Exras Ubiiies(¥) Seftings System Help

@ siBcee CHE 0o B @6

[®7=] Personnel Actions

©

[ ]s]
Object manager scenario. ENPLOYEE |
= @ Person Personnelno.  [38081457[3)
{4 Collective search help Neme. gayle hendrix
{3 search Term

PersA (8301] Govemor's Office
{3 Free search

EEGroup K EPA Employees
EESubgroup A1|  FTN-FLSAOT Perm

From

| Parsonnel Actions. l
' JAction Type |Personn_[E€ group €€ suvg | ]
Re-Instatemnent (NC) <
Leave of Absence (NC)
"~ Jouick Entry
Investigatory WiPay (NC)
iSuspension (NC)
INon-Beacon to Beacon
[Transfer (NC)
Appointment Change (NC)
Reallocation (NC)
iDemotion (NC)
| Isatary Adjustment (NC)
iCancel Salary Adjustment
| |Range Revision (NC)
Separation Pay Continue
Separation (NC)
(Career Progression (NC) @

Separation Pay Continue

—

O

[« I [alD

U E1T (1) 801 BB vettadiz | INS

SLIDE 11 State of North Carolina
- _ Office of the State Controller

Important! When Separation Pay Continuation is used, the pay
continuation is for a specified time frame; therefore, eventually, a
“regular” Separation Action must be performed at that time.

In the next two exercises, you will process an Action combined
with a PA30 — Maintain Employee Data.

Notes
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Separation Pay Continuation

Manager or HR receives employee HR initiates approval
supervisor notifies HR data and gathers - PP
- I, - - Workflow in BEACON
of separation pay additional information —»
; . ! SAP
continuation if needed

|

HR creates IT0019

with reminder to HR initiates HR receives approval
complete Separation | «— Separation Pay via Inbox and
Action when pay Continuation Action executes PCR

continuation expires

State of North Carolina
Office of the State Controller

Reasons for Separation Pay Continuation Action

* Retirement (Law Enforcement Supplement who retires prior to
age 62) *

* Reduction in Force (RIF) — Severance and/or health insurance

* RIF - Discontinued Service Retirement

» Separation Short-Term Disability

Note: *The employee must be a sworn, certified (Basic Law
Enforcement Training) law enforcement officer, a participant in the Law
Enforcement Retirement Program, and has served at least half of his
or her time in State service in a qualified law enforcement Position. If
the employee does not meet all of these criteria, then the Separation
Action, rather than the Separation Pay Continuation Action, is the
appropriate one to use for the separation.

Caution! You only use the Separation Pay Continuation for qualified
law enforcement officers who are retiring prior to their 62nd birthday.
If they are retiring on or after 62, you will use the Separation Action.

Also, if you determine that the Separation Pay Continuation is the
appropriate Action, you must go to PA30 and enter a Monitoring of
Tasks (0019) to remind you when the continuation ends. In the law
enforcement retirement example, the effective date is the last day of
the month of the employee’s 62nd birthday. Enter the effective
date, with a reminder 2-3 weeks prior that you must complete a regular
Separation. This process may be automated in the future.

Notes
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» Separation Pay Continuation

Inez Hayes has been downsized and will receive
severance for 4 months. In addition, Inez has vacation that
needs to be paid out at the time of the Separation Pay
Continuation Action

Initiate Workflow to begin the process.

State of North Carolina
Office of the State Controller

Notes

Use the data assigned in the Exercise Guide to complete the
exercise. Use eAssistant for step-by-step instructions.
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Range Revision - Personnel Action

=

Q

(=1 Je]
HRMasterData Edit Goto Extras Utiites() Seftings System Help

10H e SHE Do BE @8

< Nor
Office of the State Controller

?: Personnel Actions

@l

=13

< @ Person
{K) Coltective search help
{3 search Term
{3 Free search

|Object manager scenario: EMPLOYEE |

HEs Range Revision (NC)

[Quick Entry -

| [rransfer (NC)

{Appointment Change (NC)
| |pemation (NC) I

| cancel Salary Adjustment

| [career Progression (NC) &

Personnel no. 08081457 [3)
Name gayle hendrix
EEGroup K EPA Employees PersA 0381 Governor's Office
EESubgroup A1  FTN-FLSAOT Perm
From
Actions, |
¥ td

| [suspension (NC)
INon-Beacon to Beacon

IReallocation (NC)

[Salary Adjustment (NC)

IRange Revision (NC)

alo I oo}

V] E17 (1) 801 B3] bettaiz [ INS

State of North Carolina
Office of the State Controller

In the next exercise, you will continue to combine an Action and
Maintain Employee Data.
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beacon

Narth Carolina
he State Controller

Range Revision Process

New range approved
by BEST Shared OM

L. Services changes job
class to new grade
level

HR identifies the

Positions and OSP notifies Agency
<+— | employees who are <—| HR of jobs affected by
affected by the the revision
Yes No revision

!

Change in labor
market verified

State Personnel

Commission

Are funds available
for salary increase?

HR executes Execute When funds are
WF, PCR, HR Choose PA30 available, execute
and Range executes No Salary 1 0052 t,o WF Range
Revision. WF Range Adj. as the reserve Revision and
Action Revision reason balance choose
completed appropriate reason

State of North Carolina
Office of the State Controller

In a previous lesson, a Range Revision (RR) was processed
where the funds were available to give the employee a salary
increase at the time of the revision.

In this next scenario, assume that the funds were not available at
the time the employee was eligible for the range revision. You will
still initiate the RR Action, but choose no salary adjustment as the
reason. You must then execute PA30 Maintain Master Data,
infotype 0052-subtype 0100 Wage Maintenance to reserve the
balance (enter the amount of the revision, not the entire salary).
After funds become available, you will go back to RR and select
the appropriate reason. Remember, BEST SSOM must have
processed the revision to the Job before you initiate the RR for the
employee.

If later, some or all of the funds become available, you will process
a series of Range Revisions and PA30s to give the funds to the
employee, and reduce the amount of the balance (see the
example on the following page).

Notes
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ZPAAQ76 — Range Revision

PA30 Maintain Employee Data — Maintain Wage Maintenances

OSP has notified you that a range revision for the Accounting Clerk
job class and position has been approved. Additionally, you have
been notified that both the job class and the position have been
changed by Shared Services Organizational Management to reflect
the revision from Grade 59 to 61. The employee's current salary
range will be increased by $1,500. You have identified that one
employee (Emily Stafford) in your Agency was affected by the
revision. However, there are no funds for an increase to the
employee. The effective date is today. Observe that the employee’s
grade has already been changed based on the change that SSOM
made to the job class. You need to enter the Range Revision and
then reserve the balance for the employee.

Initiate Workflow to begin the process.

For example, assume that you put $1,500 in balance for the
employee who has a salary of $25,000. A few months later, $500
was available for release. You would initiate the workflow for the
Range Revision using the date you were notified that funds were
available, not the original Range Revision date. Your reason for
the Range Revision would be Range Revision Partial, and the
salary amount would be the old salary plus the released reserve,
in this example, $25,500. You would then go into PA30 on the
infotype 0052-subtype 0100 Wage Maintenance and reduce the
balance by that amount. To close infotype 0052, subtype 0100 (to
indicate that all funds have been dispersed to the employee), you
delimit it using the day after you complete the final action.

Use the data assigned in the Exercise Guide to complete the
exercise. Use eAssistant for step-by-step instructions.

Before you initiate the Range Revision Action, use PA20 to review
the employee’s current position grade.

; - N
State of North Carolina
Office of the State Controller

Notes
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PA30 Revise Employee Data

» Employee on Exercise 3.2:

— Correct the street number

Use PA30 and the Copy (not Pencil) function to make the
correction

* Employee on Exercise 4.1

— Add Monitoring of Task as a reminder to remove
Acting Pay at the end of 4 months

S

o ~ X
State of North Carolina
Office of the State Controller

Notes

Be aware that using the Copy function with the same date does
not overwrite errors on all infotypes. In those cases, you will need
to contact BEST to have the error corrected.

See the Exercise Guide for specific steps on how to correct:
* Employee Group/Subgroup
* New hire or separation date
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Lesson Review
In this lesson you learned to:

« Distinguish between entering data in Actions and entering
data in individual infotypes

« Describe the process to maintain employee data

= Identify the transaction code used to update employee data
» Distinguish among the editing functions

+ Use BEACON SAP to maintain employee data

State of North Carolina
Office of the State Controller

Notes
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Course Map

Lesson 1: Personnel Administration Review

Lesson 2: Introduction to Actions

Lesson 3: Entering Employees into BEACON SAP

Lesson 5: Promoting Employees

Lesson 6: Separating Employees

[ }
[ ]
[ )
[ Lesson 4: Adjusting Salaries J
[ J
[ ]
| )

Lesson 7: Updating Employee Data

Lesson 8: Updating Benefits Adjustments

[ Lesson 9: Connecting the BEACON Dots ]

[ Lesson 10: HR Reports Overview ]

[ Lesson 11: Course Review

State of North Carolina
Office of the State Controller

Notes
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Lesson Objectives

Upon completion of this lesson, you should be able to:

» Identify the steps needed prior to creating an
employee’s benefits adjustment

» Create a benefits adjustment

State of North Carolina
Office of the State Controller

Notes
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Benefits Adjustments

* The Adjustments Reasons infotype (0378) may need to be
maintained when:

— A Qualifying Life Event (QE) occurs and is documented

« Employees have 30 days from date of QE to make allowable
changes to benefits plans

« Agency verifies qualifying event documentation

— Qualifying events documentation must be maintained according
to State policy

— Documentation is kept at the Agency level
* Process PA30
« Create infotype 0378-Adjustment Reasons

— Select applicable reason

After an employee enrolls in a benefits plan, he or she can only
make changes to the plan during the year when a Qualifying Event
(QE) occurs, or during the annual enroliment period.

Examples of QEs are shown on the next two pages.

The Agency is responsible for verifying the QE documentation
and must maintain the documentation in accordance with State
policy. Documentation is to be maintained at the Agency level.

In order for the benefits to be changed, the HR Master Data
Maintainer must create infotype 0378, Adjustment Reasons.

After infotype 0378 is created, employees can change their
benefits by either:

* Accessing Employee Self Service (ESS) and making the
change or,

+ Completing applicable paper forms and submitting them to
BEST Shared Services

The effective date for infotype 0378 is the date of the qualifying
event. For example, in the case of the birth of a child, it is the date
the child was born.

State of North Carolina
Office of the State Controller

Notes
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Life Changing Event Process

@ beacon

QUSSR North Carolina
Office of the State Controller

.Within 30 days of his marriage date:

. Contacts Agency HR
. Provides documentation
J 3 (marriage certificate) to
ames Agency HR
a newlywed

[
.Within 30 days of his marriage date:

. Uses ESS to make the appropriate

changes to benefits
OR
! . Completes the appropriate paper
James enroliment forms and sends them to

a newlywed BEST Shared Services

\ 9 . Verifies documents
. Creates adjustment reason
Kay
Agency HR

. If an employee does not have
access to ESS, manually
changes the employee's
enroliment in benefits plans

Mary, BEST
Benefits Administrator

SLIDE 122

State of North Carolina
Office of the State Controller

Notes
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Adjustment Reasons Subtypes

Adjustment Reasons Created by Agencies

« ADDF - Enroll family

+ DCAR - FSA Dep Changes (dependent Child FSA
changes)

+ DRPF — Drop Family

+ DTH - Death of Dependent

+ DVC - Divorce

+ MRG - Marriage (employee marries)
+ MRGD - Dependent marries

* NCHD — Add Foster/Step Child

« NLS — No longer a student

+ NEWB — Birth or Adoption of a Child
+ SEP — Separation

« SMC — Substantial Money Change (> $50)
+ SRQ — Subscriber request

+ STU - Student

State of North Carolina

Office of the State Controller

When infotype 0378 is created, there are several adjustment
reasons listed in the drop-down list. However, only a few of
those reasons (listed above) can be entered at the Agency level.

If an employee has benefits adjustments other than those listed
above, the employee must contact BEST Shared Services.

Notes
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Adjustment Reasons Subtypes

Additional Adjustment Reasons Created by BEST Shared Services

ADMN — Admin. Corrections (Administrative
Corrections)

BENE - Beneficiary Changes

COR - Change of Residence

CTO - Court Ordered Support

FLOE — NCFlex Annl Enroll (NCFlex Annual
Enrollment)

FSC - Cancel while on FMLA

FSN — FMLA Nonpayment

HIOE — Hith Ins Annl Enroll (Health Insurance
Annual Enroliment)

HIRE — New Hire (also used for reinstated
employee)

LATE — Late Entry in Health (SHP only)
MCP - Medicare is Primary

MLT - Military Leave Term

NLS — No Longer a Student

NPY — Nonpayment of Health (SHP only)

NWEL — Newly Eligible

+ ODP — Maximum Age Dep.
= OLV - LOA without leave (and without pay) —

note that the adjustment name is not the same
as the name of the Action (LOA)

PTAX — Pretax to Post tax
REC — Hrs < 20 Not Eligible
RET — Retirement Changes

RFL — Return LOA (without Leave) — note that
the adjustment name is not the same as the
name of the Action (Reinstatement)

RHN - Reduced Hrs — No COBRA

« SAV - Savings Plans
+ SMC — Subst. Money Change (Substantial

Money Change)

»  STD - Short-term Disability
+ STU - New Student

State of North Carolina
Office of the State Controller

BEST Shared Services has the authority to use all of the benefits
reasons, including the ones used by the Agencies (listed on
previous page).

Additional reasons that an employee must call BEST Shared
Services for are listed above.

A complete list of the benefits adjustments is available online at
BEACON University. Under Courseware and job aids, select the
Benefits functional area, Benefits Job Aid folder, and the BN200
Adjustment Reasons file. The reasons with the asterisk (*) on
this job aid can be created by Agency HR. The others must be
created by BEST Shared Services.

Notes
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NLS — Agency or BEST?

* Employee notifies Agency within 30 days
— Agency uses PA30
— IT0378, subtype NLS

I L::!nfurype Edil Golo Extras Syslem Help
— Enter Qualifying date ¢__—————80aQ 0NE ros B0 OB
Note: Benefit plans starts/stop the first G;;eate Adjustment Reasons (0378) )
of the month after the ITO378 start date

i)

Personnel No |880BB3056 Name Patricia Callowaydl
- Save EEGroup A =FE= PersA 4601 Cultural Resources

ffoup A1 FT N-FLSAOT Perm Staty’
a D9115/2U53@ln 09/16/2008
Adjusiment Reason Dala

Benefit arga State of NC
Adjustihaggreason Mo longer a Student [ L\\)

« Employee notifies Agency after 30 days

— BEST process

— Agency cannot process

State of North Carolina
Office of the State Controller

Notes
When an employee’s child no longer qualifies as student status, it

is critical that the employee notify the Agency within 30 days of
the event. Otherwise, the Adjustment Reason cannot be
processed at the Agency level; it must be processed by BEST.
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NLS - after 30 days — BEST as Late Enroliment ¢

+ Scenario:
— Student graduates May 20

— Employee notifies Agency Entergy
September 15 by BEST

— Must be processed by BEST

=
Infohwe Edit Golo Exras System Help

* Any claims paid on student from @ 21808 _«(BO00 B0 0N
Create Adjustment Reasons (0378)
Jung 1 — September 15 must be (0E
repa|d by employee ParsonneiNo_ (60000386 Name Patricia Callowaydi

EEGroup Al SPAEmployees Persa | 4601 Cultural Resources
EESubgroup (A1) FTH-FLSADT Perm Staty  Active

* Any premiums deducted for student =« Fiemege o
from June 1 — September will not = ri=r=mess——n
be reimbursed to employee i ——

]

* New coverage begins October 1

State of North Carolina
Office of the State Controller

If notification regarding the child no longer being a student is done
30 days after the event, the employee must understand the
following:

* Any claims that were paid on behalf of the student will
have to be repaid to the insurance company

* Any premiums that the employee had deducted to pay
for coverage including the child will not be reimbursed

Notes
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Important ltems

» Benefit Plans start the first of the
month after the Adjustment Reason

date (except birth of child). EEGroup A SPAEmployees Persh | 1401 State Controller
EESyhgroup.A A AOT Perm Stalu  Active
» Use the appropriate Adjustment 1013012008
Reason. ,
Adjustment Reason Data
— COBRA events are triggered ~ Bereftar St;::;'”‘c ;
. Atjustment reason Al nroll Family A
through the Adjustment
Reason

State of North Carolina
Office of the State Controller

Notes

The effective date of ITO378 is critical. Except for birth of a child
(benefits begin on date of birth), benefit plans start the first of the
month after the Adjustment Reason date. So for example, if a
spouses loses job and health coverage on October 1, then the
Adjustment Reason date must be September 30 in order for State
plan to start on October 1; otherwise if IT0378 is effective October 1,
the State plan won't start until the first day of November.
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» PA30 Maintain Employee Data — Benefits Adjustment

Emily Stafford has provided documentation that she just
had a daughter who needs to be added to her benefit
plan. The baby was born the first day of the current
month.

—d > <
State of North Carolina
Office of the State Controller

Use the data assigned in the Data Guide to complete the exercise.
Use eAssistant for step-by-step instructions.

Notes
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Lesson Review

In this lesson you learned to:

» Identify the steps needed prior to creating an employee’s
benefits adjustment

» Create a benefits adjustment

State of North Carolina
Office of the State Controller

Notes
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Course Map

Lesson 1: Personnel Administration Review

Lesson 2: Introduction to Actions

Lesson 3: Entering Employees into BEACON SAP

Lesson 5: Promoting Employees

Lesson 6: Separating Employees

Lesson 7: Updating Employee Data

[ }
[ ]
[ )
[ Lesson 4: Adjusting Salaries J
[ J
{ )
| |
E )

Lesson 8: Updating Benefits Adjustments

Lesson 9: Connecting the BEACON Dots

[ Lesson 10: HR Reports Overview ]

[ Lesson 11: Course Review

State of North Carolina
Office of the State Controller

Notes
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Lesson Objectives

Upon completion of this lesson, you should be able to:

» ldentify how PA Actions affect employee time, benefits and pay

» Describe how a work schedule assignment affects an
employee’s pay

¢ Revise a work schedule
* Create a substitution
» Revise the time settings on a position

« Explain when to notify payroll regarding changes in settings

State of North Carolina
Office of the State Controller

Notes
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BEACON SAP Integration

View Pay y New Position

Stubs
—

Employee Hiring

Payment Life Cycle

wpy
yensiut
“°‘\,uuou° 5

Time Reporting Benefits Enroliment

State of North Carolina
Office of the State Controller

Based on the exercises you have performed thus far, you should
have a good understanding of the various infotypes that are part of
an employee’s personnel record. Because BEACON is an
integrated system, every entry made in Personnel Administration
affects some component of an employee’s time and pay.

Some infotypes that PA is responsible for are applied directly to
the employee. Many of the infotypes that affect an employee’s
time and pay display automatically during PA Actions. Other
infotypes are applied to the position, which also affect how the
employee enters time and is subsequently paid.

Notes
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PA Infotypes and Time, Benefits, Payroll

o 8 North (
Office of the Si

+ ITOO0OO - Actions

* IT0O001 — Organizational Assignment

« IT0002 — Personal Data

« |TO006 — Address (permanent)

« ITO007 — Planned Working time

« |TO008 — Basic Pay

« IT0041 — Date Specifications

« IT0552 — Time Specification/Employ. Period
* [T2003 — Substitution

« IT2001 - Absences

State of North Carolina
Office of the State Controller

Notes

The infotypes listed above are entered in PA, but affect an
employee’s time, benefits and payroll. It is important to understand
how the entries made in PA are related to results in those areas.
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PA Infotypes and Time, Benefits, Payroll

¢ Display Actions (0000)

|

80080327
Kumar ReinaldoB2

System Help

S ]

Office of the State Con!

(( beacon

N

ad anan BRI @

EEGroup (A
EESubgroup (A1
Start 05/

EEGroup A SPA Employees PersA 4601 Cultural Resources
EESubgroup A1 FT N-FLSAOT Perm

Start 05/05/2008 to 12/31/9999 Chng 08/18/2008 ZWFINOMPA191
[Personnel action
| Action Type Leave of Absence (NC) b}

Reason for Action 18]  Reserve Active Duty (Leave | i oo eqn ooto Extras
[Status
| Customer-specific >

Employment Active

Lol Personnel No! (80000327

| Special payment Standardwagetype ~ Toooe

Name
SPA Employees

FT N-FLSAOT Perm
05/2008] to

Display Organizational Assignment (0001)
e —

Kumar Reinaldo02
PersA 4601 Cultural Resources

Staty _ Active

1273179999 Chng [88/1872008] ZWF INONPA191

CoCode NCO
Pers.area 460
Cost Ctr

Func. Area 600

Personnel structure
EE group A
EE subgroup (A1

1| STATE OF NC
1|  Cultural Resources

0000000000001

SPA Employees
FT N-FLSAOT Perm
—

Subarea

4699999999  CULTURE RESOUR! Bus. Area

Fund

Payr.area
Contract
—

NCO1|  7day Norm
4608) Cultural Resources

469999999

81|  NC Monthly

CULTURE- SUSPEI

Office of the State Controller

State of North Carolina

Time, Payroll and Benefits pulls information from ITO000 and ITO001.

* Actions IT (0000): Employment status (Active, Inactive,

Withdrawn).

* Org Assignment IT (0001): Employee Group, Employee

Subgroup, Personnel Area, Personnel Subarea, and Payroll area.

For a complete description of the above infotypes, see Lesson I.

Notes
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PA Infotypes and Time, Benefits, Payroll

Infotype  Edit Goto Extras System Help

nAadIREIQE

isplay Addres
=IEIp=y

Personnei No! (88000738

ses (0006)

Name

EEGroup A SPA Employees

to 1273179999 Changed on 06/089/2008 ECATT !

Allison Sellers62
PersA (4601  Cultural Resources

EESubgroup B1|  FT S-FLSAOT Perm Statu  Active
Start 01/01/2008
@;ﬁ type Permanent residence

Address line 1 2151 Meadow Lane

Address line 2

Citylcounty San Jose

Statefzip code NC North Carolina

Country Key USA 2
Telephone Number 919/707-1422
Communications

Type Number 8

Type Number 8

Type Number 8

Type Number 8

Infotype gt Goto_ Extras

System  Help

Display Personal Data (0002)
—

2l

Personnel No| 80808736
EEGroup [l SPAEmployees

Name Alison Sellerse2

PersA (4601, Cultural Resources

12/3179999] Changedon [06/09/2008] [ECATT

EESubgroup B1|  FT S-FLSAOT Perm Staty_ Active
Start 08/11/1980] To

Name.

Titie Name Format 08
Lastname  [Sellers02 Birth name
Firstname  |Allison

Middie name Initials
Designation Nickname
Suftix 0

Name Allison Sellers02
HF data —

SSN 572-05-9849 Gender
Date of Birth 88/11/1960 .
Language English
Marital Status Single )

Dependents 0

State of North Carolina

Personal Data ITO002

Social security number, date of birth and marital status.

Addresses ITO006

Office of the State Controller

The various tax infotypes (Residence Tax, Work Tax Area,

Unemployment State) are dynamically associated with ITO006 —

permanent address. If ITO006 is skipped during the New Hire

Action, the tax infotypes do not display, and the employee’s record
will error out in payroll. Note: When entering an address, always

use Address line 1 and not Address line 2.

If the address information is incorrect:

a separated employee does not receive the final pay.
employees do not receive W2s at the end of the year.

Notes
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PA Infotypes and Time, Benefits, Payroll

=4
| Infotype  Edit Goto Extras System Help

o

[ Ghim

a0

Work Schedule Rule Example (DO1NO8GN)

date Planned Working Time (0007)
M v -
D = Days
Personnel No 80088327 Name
EEGroup A SPA Employees PersA 4601 Cultural R

EESubgroup A1 FT N-FLSAOT Perm Statu  Active
Start DEJIS#ZBUB@TQ 1243179989

Kumar Reinald

01 = Schedule number

N = No weekends

08 = Hours per day

‘Work schedule rule
Work schedule rule
Time Mgmt status

DB HOSEA |HMICHIFSS 535,0 GN = General Schedule (common schedule)
1- Positive Time Recording

Working week
[]Part-time employee

Wk - Sun (mdnt) - Sat E

‘Working time

Employment percent 100. 00
Daily working hours 8.00
‘Weekly working hours 40.00
Monthly working hrs 173.33
Annual working hours 2080.00

% Weekly working hours drives benefits

State of North Carolina
Office of the State Controller

Planned Working Time: The Work Schedule Rule (WSR) is the
foundation upon which an employee’s time is processed in BEACON
SAP. Each employee is assigned a WSR in PA that best represents his
or her work pattern. The WSR combines an assigned holiday calendar
(the main State holiday calendar or an alternate calendar approved by
OSP) with a repeatable pattern of work representing an employee’s
scheduled work days as well as scheduled non-work days. The WSR
can represent work patterns repeated over a single or multiple weeks and
may include day, evening and night shift designations that trigger
premium payments (if applicable) at rates designated on the employee’s
position (if the position is appropriately flagged). The WSR does not limit
the number of hours an employee may record on any given day, but will
only allow leave to be taken on scheduled work days. Many fields are
dynamic and trigger other time functions. For example, Time Sheet
Defaults (IT3015) are directly related to the Time Management Status
field on ITOO07. A Time Mgmt Status of “1” indicates that a time sheet is
required, whereas a “9” indicates a Time Sheet is not required. If a
negative time employee is on Leave of Absence, ITO007 must be revised

to change the employee to positive during the Leave and changed back
to negative upon Reinstatement.

An employee should only be assigned as a negative time employee if he
or she is working 5 days a week, 8 hours a day.

Notes
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Planned Working Time

Employee A - 1T0007

le 506 00 TRES &

| @6

Pay formula:
» # of days worked in schedule

+ Divided by # of possible work
days in schedule

+ Times the monthly pay amount

« Employees start work on same day
+ Employees get same monthly rate

« Employees receive different pay
because of work schedules
assigned

Employee B - IT0007

Workscheduls Edit Goto  System _Heip
[} T AE Cea DM D00 @@
Display Work Schedule

Provious month || Nex monm

State of North Carolina
Office of the State Controller

Example of IT007 Impacts Employee’s Pay (15t and last pay)

To show how ITO007 affects an employee’s pay, the following describes
two employees hired on the same day but given two different work
schedules. Both employees are paid $6,250 monthly salary.

Employee A starts on Sept 19 and is assigned work schedule
DO1NO8GN which has 22 possible work days in the month. Counting
Sept. 19", the employee worked 8 days of the possible 22. The Pay is
figured by this formula: 8 days divided by 22 times the monthly rate
($6,250) = $2,272.73 paid for the month for Employee A (based on
ITOO07 and ITO008).

Employee B’s work schedule (D92WVAO01) has 16 possible work days in
the month. Counting the first day Employee B reported to work (9/19),
the employee worked 6 out of the 16 days. The number of days worked
(6) divided by the possible work days (16) times the monthly salary
($6,250) calculates a pay of $2,343.75.

You can see that both employees were paid correctly, yet the specific
work schedule, in conjunction with ITO008, determined two different pay
outcomes for the employees once again illustrating how entries made in
PA affect employee pay or time.

Notes
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The first day of this month, Jimmy Chonez has requested and
been granted a permanent move from his current shift to a 4-day
work week nights, 10 hours Tuesday — Friday with Monday,
Saturday, Sunday off.

Access the applicable infotype and update Jimmy’s files.

State of North Carolina
Office of the State Controller

Notes
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PA Infotypes and Time, Benefits, Payroll

Display Basic Pay (0008)

1000 Regular Salary 2,958.33 USD 0.00

35,500.00 USD

@ Salary amount ||[l§l Payments and deductions
Personnel No 88800327 Name Kumar ReinaldoB2
EEGroup A SPA Employees PersA 4601 Cultural Resources
EESubgroup |A1 FT N-FLSAOT Perm Statu  Active
Start 01/01/2008 to 1273179999 Chng 06/09/2008 ECATT
Subtype 0 Basic contract
Reason field must be Ay
entered Reason 20 New Hire Capacity Util. Level 160.60
S type 01 Graded Work hoursiperiod 173.33 Monthly
Other fields default PS Area 81 Annual Salaries Nextincrease
from position PS group 6R68 Level |6R Annual salary
|Wa_[Wage Type Long Text [0 Jamount Jcurr_[i_[A [Numbenunitfunit  JE3

Basic Pay: Salary or hourly wages. The Salary Amount button does
not calculate for DOT employees, but does calculate for all non DOT
wage types. The Reason field must be manually entered during the
Action; however the remaining ITO008 fields default from the PCR
for a salaried employee. In the case of an hourly employee, you
must enter the hourly wage in the “Amount” field.

You would seldom make an entry directly on ITO008. Most of the
adjustments involving an employee’s pay would result from an
Action. However, one example of when it is appropriate to make a
direct adjustment to ITO008 is an employee returning to work part-
time while receiving partial Worker's Comp.

State of North Carolina
Office of the State Controller

Notes
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PA Infotypes and Time, Benefits, Payroll

=
Infotype  Edit Goto Extras System Help
@ L

Dme Specifications (0041)

=

D00 IEE @

Personnel No: 80000336 Name Kunar Reinaldotl
EEGroup A SPAEmployees PersA 4601 Cultural Resources
EESubgroup A1 FT N-FLSAOT Perm Statu  Active

Stant 09/02/2008 to 1273179999  Chng 88/28/2008 ZWF INOMPA191

a0 Qe Db

Date S
& type Date Date type Date
01 Original Hire Date 01/01/2008 82 Agency Hire Date 09/02/2008 =
N — O TR
g [0 B OEENG

0 en

80008336 Name Kusar Reinaldoil
A SPAEmployees PersA 4601 Cultural Resources
roup (A1) FTN-FLBAOT Perm Statu_ Active
01/01/1997 To  [12/31/2807| Chng [86/10/2008] ECATT

Time specificationsiemployment period
Time spec 6001 ALAMANCE-CASWELLAREA MHMRISA

orr Imputable period
Years. [] Years 9
Months 132 Months ]

- . Days ]

Comments

Wpeciﬁcation/smploy. Period (0552
|| B

Date Specifications IT0041

As indicated previously, time evaluation bases leave accruals and
longevity payments on date types contained on IT0041 for all
permanent employees (newly hired Supplemental Staff employees
will not have ITO041). Initially the Original Hire Date and Agency
Hire date are the same. If an employee has a Reinstatement Action
(either the employee was on Leave of Absence (LOA) and returned,
or left State employment and returned), or Transfer Action, the
Agency Hire date will automatically reflect the date of the
Reinstatement or Transfer Action.

Time Specification/Employ. Period IT0552

Creditable service earned prior to BEACON must be entered on
ITO552. Once an employee is entered into BEACON, the system
automatically calculates creditable service and the longevity date
through the Time module. If HR makes changes to IT0552 that
affect the longevity date, BEACON will take back any money
already paid out and repay based on the new longevity date. If you
do make a change on IT0552, you must email BEST with the name
of the employee. Keep in mind that you will never adjust the original
ITO552 entry from conversion. For example, if an employee has
creditable service from more than one organization, you would enter
additional ITO552s to add the additional organizations (you would
not extend the date on the original ITO552 to include the additional
service dates).

State of North Carolina
Office of the State Controller

Notes
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IT2003 Substitutions

=
Infotype  Edit Goto Extras System Help

g — T 00eQe iR fian BN o

reate Substitutions (2003) )
T

1 Personal worl HCoslasslgnmenI [ 3 ] @
S Substitution Type (1) 11 Entries found
Personnel No 80880327 Name Kumar ReinaldoB2
EE group Al SPAEmployees Personnel ar 4601 Cultural Resources
WS rule DO1NOBGN| MTWHF-8,8a8-0 Status Active ,\_
From 08/18/2008] To  [08/18/2008 MG E E R EEIE

P8 Grouping: 10

Subst. type 02|  Shift substitution
Employee Substitution
Daily work schedule 02  Shift substitution

Daily work schedule 05  LOAGeneric
06 STD (15t 6 mths prior 89)
07  STD (2nd 6 mths prior 89)

Work schedule rule
Work schedule rul £s 08  STD (1st6 mths after 89)
ork sehedule fe Srop g 09 STD (2nd 6 mths after 89)

Holiday Calendar ID PS grouping 10 LOA-FMLA
1" LOA- WC Regular

12 LOA-WC Salary Cont
LOA - Military

State of North Carolina
Office of the State Controller

The Substitutions infotype is used to indicate that the employee is
working something other than his or her regular schedule or is on a
Leave of Absence. Substitutions may be daily or for weeks at a time.
ITOO07 — Planned Working Time is overwritten with the properties of
the Substituted schedule. Some examples include:

* An employee is working at a time other than his or her
planned work schedule (for example: employee works a
shift with premium pay is being asked to work a shift where
premium pay is not eligible or is eligible at a different rate,
or vice versa).

+ A full-time employee is returning from a Worker's Comp
LOA (Reinstated Action), but is only working 4 hours a day.
PA30 is used to create 1T2003 Substitution with a 4 hour
schedule. Inthis case, ITO008 must also be adjusted.

* Anemployee is on Leave of Absence (LOA). IT2003 is
entered as part of the LOA Action (see next page).

Notes
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IT2003 Substitutions for LOA (cont.)

=
Infotype  Edit Goto Extras System Help

(V] 1aB €0 CHB DL BE @@
Create Substitutions (2003)

— — =
L”_HA_%! Ul Personalworkschsuule] [ ”Coslasslgnmem [ | @

S Substitution Type (1) 11 Entries found
Personnel No 880080327 Name Kumar ReinaldoB82
EE group Al SPAEmployees Personnel ar 4601 Cultural Resources

<

WS rule DO1NOBGN| MTWHF-8,8a8-0 Status Active -
From 08/18/2008] To  [08/18/2008 v EEIREEE]

P8 Grouping: 10

Subst. type 02)  Shift substitution Type | Text

01 Employee Substitution
Daily work schedule 02  Shift substitution
Daily work schedule 05  LOAGeneric

06 STD (15t 6 mths prior 89)

07  STD (2nd 6 mths prior 89)
08  STD (1st6 mths after 89)

09 STD (2nd 6 mths after 89)
ES grorping 10 LOA-FMLA

1 LOA - WC Regular

12  LOA-WC Salary Cont

13 LOA - Military

Work schedule rule
Work schedule rule
Holiday Calendar ID

ES grouping

Although Leave of Absence (LOA) is covered in PA410 Advanced Create
and Maintain Employee Data, you should be aware of how the LOA
Action affects an employee’s time.

Without exception, every employee on LOA must be placed on a
substitution work schedule. 1T2003 - Substitution displays as part of the
LOA Action.

Date: The From date should be the date of the Action, and the To date
should be 12/31/9999 (only for LOA). When the employee is reinstated,
you will delimit IT2003 as part of the Reinstatement Action.

Substitutions type: Select the applicable type for the Action (see
illustration above).

Daily work schedule: Leave blank.

Work Schedule Rule for LOA: If the employee is FT (40 hours a week),
enter work schedule DOINO8GN into the Work Schedule rule field (even
if the employee is already on DO1NO8GN, you must still enter IT2003 for
that code). If the employee is PT use the matchcode in the Work
schedule rule field to select the appropriate PT schedule. By placing the
employee on a Substitution in addition to making the employee positive
time (subsequent page), BEACON will use an 8-hour day for recorded
absences or leave for a full-time employee (or the applicable number of
hours entered for a PT employee).

State of North Carolina
Office of the State Controller

Notes
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Jimmy Chonez is being asked to work the day shift Saturday and
Sunday next week which are normally his days off. His normal
work schedule indicates that he gets night shift premium. For
these two days, night shift premium should not be paid.

Create a Substitution for him for those two days and select the
appropriate Work Schedule Rule (WSR).

State of North Carolina
Office of the State Controller

SLIDE 143

Notes
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IT2001 - Absences

=

Infotype Edit Goto Extras System Help
< 348 ICAQ SHEA DL BE @m
Create Absences (2001)
DD D[E] Personal work schedulej [ tivit t ]l Cost assignment “ d j @
Personnel No 80800756 Name Nancy Gonzalez02
EE group A SPAEmployees Personnel ar 4601 ultural 2,
[ Subtypes for infotype "Absences” (1) 15 Entries found 3]

WS rule DO1NOBGN| MTWHF-8,5as-0 8
Start f2/63/2008[@T0 |1 g P Fesicion:_|

<
AFeane v|@E|6|R[&] o8
Absence type 9000)  Approved Leave PSG|ARTy_|Att./abs. type text |
Time A rev.da 10 9000 Approved Leave
Absence hours 24.00 y :g z;gg f{":‘dLeaLve

oliday Leave
3.00
EDRENIce.(ove —— 10 9400  Leave without Pay
Calondardns 10 9540  Other MgmtApproved Leave
Quota used 24.00 |Hours 10 9545 Adverse Weather
10 9547 Communicable Disease

Advance payment 10 8550 Civil Leave - Jury Duty
Off-cycle reason 10 9560 Community Service Leave

10 9565 Community Srve-Tutoring
10 9570 Educational Leave

10 9620 Military Training Leave
Leyolve 10 9830  Military Active Duty

10 9680 Injury Absence WC

10 9685 Injury Leave

Payment date
Payroll Identifier

State of North Carolina
Office of the State Controller

Notes

The Absences infotype (2001) indicates the number of hours the employee
wants to exhaust for leave while on Leave of Absence or the number of hours
the employee is taking unpaid leave. While IT2001 is entered during the LOA
Action, it may be necessary to use PA30 in some circumstance such as:

* The employee wants to exhaust more than one leave type while on LOA.
Since only one type can be entered in the LOA Action, PA30 is necessary
to enter the additional leave types.

* The employee does not return when expected and wants to extend the use
of leave.

* The employee returns earlier than planned and the infotype needs to be
delimited.

When the dates are entered, the hours that default are based on the work
schedule rule entered on the Substitution infotype (2003) which was created
as part of the LOA Action.

Because BEACON is integrated, the hours entered on the Create
Absences infotype are fed directly to payroll. A time sheet does not
have to be entered.

As long as the employee is receiving pay (leave or work), benefits will
continue to be deducted. If not receiving pay, employee must pay for benefits
or discontinue them.
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IT2001 — Absences with Holiday

] Enter leave dates up to the

holiday on the original LOA
“ Action =
o infotype  Edt Goto Extras System Help
|e Hi0 00e DNE BHaH D
Create Absences (2001)
[Z)[21[T7][E8 Persanal work scheaue | 0

Personnl o (69006156

T SPAEmplon

ws 06N T

Star b7104/2008[3T0  [07/0472008

¢ On a PA 30, enter
holiday date
1 BG‘
< 18 cae i 08 5 (m]al

Create Absences (2001)

Paroll Iderdfier
Payroll type

4% #3  OnPA 30, enter leave dates
__~ after the holiday for remain
leave being used

State of North Carolina
Office of the State Controller

Notes
If the employee is exhausting leave during a time that includes a

holiday, additional 2001 infotypes will be necessary to allow the
employee to take holiday leave. The additional 2001 records are
created in transaction PA30. For example, assume an employee is
going out on military leave on July 1 and wants to exhaust 160 hours
vacation prior to beginning the military 30 days. In this scenario, there
is one holiday period (7/4). Your entries would be as follows:

1. During the LOA Action, on the Absences (2001) infotype subtype
9000, you will enter the dates for the leave to be exhausted up to
the holiday period in the Start and To fields:

Start: 7/1/2008 To: 7/3/2008 (24 hours leave)

2. Create a PA30 to enter the first holiday period, infotype 2001,
subtype 9300:

Start: 7/4/2008 To: 7/4/2008 (8 hours holiday)

3. Create a PA30 to enter the remaining leave, infotype 2001,
subtype 9000:

Start: 7/5/2008 To: 7/28/2008 (136 hours leave)

V9 022409 Page 145



PA 310 — Create and Maintain Employee Data

V9_022409

Position Infotypes - Employees and Time

Position flags set on specific infotypes also affect employee
time and pay

+ Overtime Compensation — IT9005
« Holiday Payout Period — IT9006

+ Night Shift Premium — IT9007

« Evening Shift Premium - IT9008
+  Weekend Shift Premium — IT9009
» Holiday Premium Rate — IT9010

+ On-Call - 1T9011

+ Callback —1T9012

State of North Carolina
Office of the State Controller

HR personnel that have access to PO13 are responsible for
updating the above infotypes on a position. If the position
infotypes for the various types of pay are not flagged correctly, the
employee may enter hours correctly and they may have been
approved by the manager, but unless the position infotype is
flagged correctly, the employee will not receive the correct pay.

It is important to understand that if you revise a position setting
that is retro to a pay period prior to the current pay period, you
must contact BEST Payroll to let them know to run time eval on
the affected employees retro to that same time period. You only
need to contact BEST Payroll if you revise a position. If you only
revise time on an employee, BEACON will automatically retro the
time eval run.

In Organizational Management, the infotype codes do not display
like they do in PA. To see the infotype number in PO13, select the
infotype, and then click the “Activate infotype” button at the top of
the screen. The infotype number will display in the message at the
bottom of the screen.

Activate Infotype button: ]

Notes
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Overtime Compensation

L=
’ Infotype  Edit Goto View System Help

@ 1B @@ CHE Dhon I BEEIe®E
(@3] Create Overtime Compensation

ElE )=

Position 800904000836 Museumn Specialist

Planning Status Active

Validity ﬁ8/20/2008@(o 1273179999 'Qp Display change infor
Overtime Compensation 015 65001751 1
Immediate Payout O OR Comp Aging Limit 365 Days

State of North Carolina
Office of the State Controller

Overtime Compensation (IT9005)

If time worked beyond the overtime limit (40 hours, etc.) is to be
paid or accumulated as compensatory time, the position must
have a valid IT9005 record. If overtime compensatory time is to be
paid out (FLSA Subject only) or expired (FLSA Not-subject only) at
a point earlier than 12 months from when it was earned, the Comp
Aging Limit field should be populated with the corresponding
number of days (30 days, 60 days, etc.). Ifitis to be paid out
immediately, the Immediate Payout checkbox should be checked.
The default is 365 days. The setting on IT9005 in conjunction with
IT2012 (discussed later) determine the rules around the overtime
compensation.

As indicated previously, an employee may have worked over 40
hours and entered the hours on the time sheet and they may have
been approved by the manager. But unless the position Overtime
Compensation infotype is flagged correctly, the employee will not
receive overtime compensation. An IT9005 record is not required
if the position is not eligible for overtime pay or compensation.

Notes
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Holiday Payout

&
| Infotype  Edit Goto View System Help
K 3198000 CHE D000 BF @8
[@z] create Holiday Payout Period

(&[]

Position 800904000836 Museum Specialist

Planning Status Active

Validity DS/ZOIZOOS@to 1273179999 |&> Display change infor

[ Holiday Payout Period 018 650017611
Immediate Payout  [] OR Comp Aging Limit 365/ Days

State of North Carolina
Office of the State Controller

Notes

Holiday Payout Period (IT9006)

If holiday compensatory time (equal time off for time worked on a
holiday) is to be paid out at a point earlier than 12 months from
when it was earned, the Comp Aging Limit field should be
populated with the corresponding number of days (30 days, 60
days, etc.). Ifitis to be paid out immediately, the Immediate Payout

checkbox should be checked.

The default is 365 days. If no record exists, the default value of 365
applies.
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Shift Premiums

[@] cresfe Night Shift Premium__>

(=) )=

Position 800904000836 Museum Specialist

Planning Status Active

Validity p8/18/2008[@)to 12/31/9998] [& Display change infor

[ Night Shift Premium 01 8 650017511

Night Shift Prem Rate 10 % . X . .
[1@3 Create\gvening Shift Premium

=]
Position 800904000836 Museum Specialist
Planning Status Active

(V] /—U—‘m\‘}) Validity pei1s/2008[@)t0  [12/31/9999

Ll Cre& Weekend Shift Premium 2 ]

DD @@ | ?v?‘nlhg,ShT?ieTlem_ 018 65(?01751 1

Position 800904000836 Museum Specialist Evening Shift Prem Rate 10 | %

Planning Status Active

Validity 0811812008@10 1273149999 Rf Display change infor

[ Weekend Shift Premium 018 650017511

Weekend Shift Prem Rate 10 |%

State of North Carolina
Office of the State Controller

Positions eligible for any of the premiums listed below must have
valid infotypes.

Night Shift Premium (IT9007)

OSP approved rates other than the default of 10% must be entered
in the rate field.

Evening Shift Premium (1T9008)

OSP approved rates other than the default of 10% must be entered
in the rate field.

Weekend Shift Premium (1T9009)

OSP approved rates other than the default of 10% must be entered
in the rate field.

The various types of premium pay display as separate line items on
the employee’s pay stub only if the rates are different. For example,
if an employee’s evening and night shift are both 10%, the hours
worked in the evening and night are added together on one “Shift
Premium” line item on the pay stub with the rate of 10%. On the
other hand, if the evening rate is 10% and the night is 15%, two
separate line items will show with the hours entered for the evening
separate from the hours entered for night.

Notes
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Holiday Premium Rate

E?[nrotype Edit Goto View System Help

(V] 9B Cee SHE BDLHD BE @@
[®z] create Holiday Premium Rate

EE]

Position 36 Museum

Planning Status Active
Validity D8120I2008m 1243179999 |&  Display change infor

Holiday Premium Rate 01 8 650017511
Holiday Premium Rate 50 |%

State of North Carolina
Office of the State Controller

Notes

Holiday Premium Rate (IT9010)
IT9010 is only required if the Holiday Premium Rate is different
than 50%.

OSP approved rates other than the default of 50% must be
entered in the rate field.
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beacon

On-call o North Caralina
Office of the State Controller
[-¢
Infotype  Edit Goto View System Help
(v} 1AB CAe  CHEA BDHOoa @ E
Create On-Call
| E
Position 800904000836 Museum Specialist
Planning Status Active
Validity DSHB:‘ZBUS:O 1243119999 [s’go Display change infor
On-Call 018 650017511
On-Call Eligibility v on-Call Comp Accrued  []
On-Call Rate $(0.94

State of North Carolina
Office of the State Controller

Notes

On-Call (IT9011)
Positions eligible for On-Call compensation must have a valid
IT9011 record.

The accrued box should be checked if the time is to be collected
as On-Call comp time. The rate field must be populated with the

OSP approved on-call rate.
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& beacon
Call Back JAS >/ con
Office of the State Controller
=4
| Infotype  Edit Goto View System Help
@ 198/€00 CHE 80o0 A0 QN
@ 3| Create Callback
(&[]
Position 800904000836 Museum Specialist
Planning Status Active
Validity 1871872008 [Sto 12/31/9999) [&> Display change infor |
Callback 018 650017511
Callback Eligibili v Callback Accrual O

l E 1¢ State of North Carolina
Ek : Office of the State Controller

Notes

Callback (1T9012)

Positions eligible for Callback compensation must have a valid
IT9012 record. The decision to pay versus comp time is
determined by the Callback Accrual checkbox.
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IT2012 — Time Transfer Specifications

=
Infotype Edit Goto Extras System Help
@ 1B Cae DHERIIBBAODIFE @
Y Employee Time Transfer Type (1) 31 Entnes found F[o]

Create Time Transfer Specifications (2012 =
D[:] [”E Personal work schedule | || Activity allocatior RONDEBEEE

< Language k

Personnel No 88000327 Name Kumar Reina PS“quo:m;’m

EE group Al SPAEmployees Personnel ar 4601 my]smnn [E’ED“ =TT

WS rule DB1NBBEN| MTWHF-8,8aS-0 St Z004 01/01/1990 12/31/3999 Set Actual Pay Behavior

Stant 08/18/2008] To 0871812008 Z005 01/01/1990 12/31/9999 PERT Eligibility & Rate
Z006 01/01/1990 12/31/9999 Holiday Ineligibility
Z007 01/01/1990 12/31/9999 Baylor Plan - Reg (Beg)

Time transfer specification Z008 01/01/1990 123179999 Incentive Pay- RN (Beg)

I n Z009 01/01/1990 12/31/9999 Pay Immediate After 10

i i 004 remen
WL EED F @ Reumment service (106} Z010 01/01/1990 12/31/3999 Stop Longevity Payout

Number of hours Hours 7019 01/01/1990 12/31/9999 Incentive Pay- LPN (Beg)
Z020 01/01/1990 12/31/9999 Immediate Payout (OT)
Z021 01/01/1990 12/31/9999 Process Adverse weather
Z025 01/01/1990 12/31/9999 Commerec Monthly Long
Z030 01/01/1990 12/31/9999 EPA Lump Sum Vac Acc
Z031 01/01/1990 12/31/9999 Accrual - 26 dayshr

Z032 01/01/1990 12/31/9999 Accrual- 24 dayshr

Z033 01/01/1990 12/31/9999 % Longevity paid

Z034 01/01/1990 12/31/9999 Pay Add1Hours

Z036 01/01/1990 12/31/9999 Accrual- 25.75 dayshr
ZADJ 04/01/2008 04/01/2008 Pre SAP Absence Adj
ZCT1 01/01/1900 12/31/9999 Comp Time Adj OTComp
ZCT2 01/01/1900 12/31/9999 Comp Time Adj On Call Cmp
ZHTX 01/01/1900 12/31/9999 Transfer Hol to Hol Comp
2WDJ 01/01/2008 01/01/2008 Pre SAP Work Time Ad)
ZWDJ 04/01/2008 04/01/2008 Pre SAP Work Time Adj
ZZ07 01/01/1990 12/31/9999 Baylor Plan - Reg (End)
ZZ08 01/01/1990 12/31/9999 Incentive Pay - RN (End)
ZZ19 01/01/1990 12/31/9999 Incentive Pay - LPN (End)

State of North Carolina
Office of the State Controller

Notes

The “Time Transfer Specifications” infotype (IT2012) can be used
to influence time management behavior and is typically applied to
an employee by the Time Administrator. Infotype 2012 records
are created for specific employees for specific periods of time. As
the HR Master Data Maintainer, it may be helpful if you understand
the following subtypes for the time infotype 2012:

Z004 - Set Actual Pay Behavior

Applicable for “positive time/exception pay” employees. This
subtype record will cause the generation of “leave without pay”
wage types to fill the difference between reported hours and
planned hours. In effect this causes the employee to be treated as
a “positive time/actual pay” employee.

Z005 - PERT Eligibility and Rate

Applicable for DOC employees eligible for PERT (Prison
Emergency Response Team) premiums.

Z006 - Holiday Ineligibility

This subtype record will cause the suppression of Holiday
Premium Pay during the validity period specified.
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IT2012 — Time Transfer Specifications (cont.)

=
Infotype Edit Goto Extras System Help
@ 1B Cae DHERIIBBAODIFE @
Y Employee Time Transfer Type (1) 31 Entnes found F[o]

Create Time Transfer Specifications (2012 =
D[:] [”E Personal work schedule | || Activity allocatior RONDEBEEE

< Language k

Personnel No 88000327 Name Kumar Reina PS“quo:m;’m

EE group Al SPAEmployees Personnel ar 4601 my]smnn [E’ED“ T

WS rule DO1NOBEN MTWHF-8,5as-0 St4Z004 01/01/1990 12/31/8999 Set Actual Pay Behavior

Start 08/18/2008] To |08/18/2008 Z005 01/01/1990 12/31/9999 PERT Eligibility & Rate
Z006 01/01/1990 12/31/9999 Holiday Ineligibility
Z007 01/01/1990 12/31/9999 Baylor Plan - Reg (Beg)

Time transfer specification Z008 01/01/1990 12/31/9999 Incentive Pay- RN (Beg)

Time transfer type 2004@ Retirement Service (Vrs) Z009 01/01/1990 12/31/9999 Pay Immediate After 10

Z010 01/01/1990 12/31/3999 Stop Longevity Payout
Number of hours Hours 7019 01/01/1990 12/31/9999 Incentive Pay- LPN (Beg)
Z020 01/01/1990 12/31/9999 Immediate Payout (OT)
Z021 01/01/1990 12/31/9999 Process Adverse weather
Z025 01/01/1990 12/31/9999 Commerec Monthly Long
Z030 01/01/1990 12/31/9999 EPA Lump Sum Vac Acc
Z031 01/01/1990 12/31/9999 Accrual - 26 dayshr
Z032 01/01/1990 12/31/9999 Accrual- 24 dayshr
Z033 01/01/1990 12/31/9999 % Longevity paid

Z034 01/01/1990 12/31/9999 Pay Add1Hours

Z036 01/01/1990 12/31/9999 Accrual- 25.75 dayshr
ZADJ 04/01/2008 04/01/2008 Pre SAP Absence Adj
ZCT1 01/01/1900 12/31/9999 Comp Time Adj OTComp
ZCT2 01/01/1900 12/31/9999 Comp Time Adj On Call Cmp
ZHTX 01/01/1900 12/31/9999 Transfer Hol to Hol Comp
2WDJ 01/01/2008 01/01/2008 Pre SAP Work Time Ad)
ZWDJ 04/01/2008 04/01/2008 Pre SAP Work Time Adj
ZZ07 01/01/1990 12/31/9999 Baylor Plan - Reg (End)
ZZ08 01/01/1990 12/31/9999 Incentive Pay - RN (End)
ZZ19 01/01/1990 12/31/9999 Incentive Pay - LPN (End)

State of North Carolina
Office of the State Controller

Z007 - Baylor Plan — Reg (Beg)
ZZ07 - Baylor Plan — Reg (End)
Applicable RNs working under a regular Baylor Plan contract.

Z018 - Baylor Plan + Bonus (Beg)

Z718 - Baylor Plan + Bonus (End)

Applicable RNs working under a Baylor Contract with a bonus at the
completion of the contract.

Z008 - Incentive Pay — RN (Beg)
ZZ08 - Incentive Pay — RN (End)
Applicable RNs working under an Incentive Pay contract.

Z019 - Incentive Pay — LPN (Beg)
Z7Z19 - Incentive Pay — LPN (End)
Applicable LPNs working under an Incentive Pay contract

Z009 - First 10 hrs Comp

Applicable for subject employees who have a position with a
Overtime Eligibility (IT9005) record that does not indicate “pay
immediately”. This subtype record will cause the additional hours
worked beyond 50 in a week to be “paid immediately”. The first 10
hours of additional time worked will be compensated with
Compensatory Time at the appropriate rate.

Notes
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* You have received verification that the position settings
should be revised on the Information & Communication
Specialist Il position.

« Beginning today, the position will be eligible for Overtime
Compensation and Holiday Payout.

DE £ State of North Carolina
_ Office of the State Controller

Notes
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Lesson Review

In this lesson, you learned to:

= Identify how PA Actions affect employee time, benefits and
pay

» Describe how a work schedule assignment affects an
employee’s pay

* Revise a work schedule
» Create a substitution
* Revise the time settings on a position

« Explain when to notify payroll regarding changes in settings

State of North Carolina
Office of the State Controller

Notes
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Course Map

Lesson 1: Personnel Administration Review

Lesson 2: Introduction to Actions

Lesson 3: Entering Employees into BEACON SAP

Lesson 4: Adjusting Salaries

Lesson 6: Separating Employees

Lesson 7: Updating Employee Data

Lesson 8: Updating Benefits Adjustments

[
[
[
[
[ Lesson 5: Promoting Employees
[
|
[
[

Lesson 9: Connecting the BEACON Dots

]
]
)
)
J
)
|
)
)

Lesson 10: HR Reports Overview

[ Lesson 11: Course Review

State of North Carolina
Office of the State Controller

Notes
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Lesson Objectives

Upon completion of this lesson, you should be able to:

» ldentify the two applications that house reports

« Describe how to access reports in both applications
e Describe the available HR reports

* Add additional fields to an BEACON SAP report

« Use multiple selections in a specific field

* Execute and view an BEACON SAP HR report

State of North Carolina
Office of the State Controller

Notes
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Where to Find Reports

SAP Bl
Real time data* Data at a point in time *
Transactional reports Analytical reports
Performance considerations for Aggregation of large data

large data volumes volumes
Data by functional area Merge disparate data

Current data only Include history data with current

data

State of North Carolina
Office of the State Controller

Human Resources reports are housed in both BEACON SAP
and Business Intelligence (Bl). You can see in the comparison
above, the advantages of each reporting system.

You can see a list of Bl reports (and a description) by accessing
the applicable job aid from BEACON University. A list of the SAP
HR reports is available from the SAP reports menu.

For more information on reports, see the online reporting class.

* Many BEACON SAP transactions are posted at the time the
entry is made. Therefore, when you run a BEACON SAP report,
for example for today, the data is current including today’s data.
Data is loaded into Bl daily; therefore when you run a report in Bl,
for example for today, you are actually viewing yesterday’s data.

Notes
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Bl Reports (1 of 2)

Avaladle Voriants |~ [Save|[Save As_|[ Deiete |
Varable Current Selection Descroton
Orguni(s) (Mandstory) (" 20001932 '

Employee(s) (Optional)

9/ 9

Calendar Day Sege out (Mandatory) () | [12315654] =]

b Enter mandatory
[0K] [ chec .
variables

State of North Carolina
Office of the State Controller

Notes
If you have security access to run Bl reports, you will see a
Reports tab on your portal.

On the initial screen, you first select the report name in the left
panel.

Next, enter the mandatory variables (Org Unit and date).
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Bl Reports (2 of 2)

& beacon
MISIRRES North Carolina
Office of the State Controller

¢ beacon

North Carolina

ate Controller

@ 1o connection to system BITCLNTO0D svalobie

» [ Performance Review {1 1o connection o system BITCLNTI00 avadable

» 3 Temporary Enpioyees

» 03 Cross Agency Vesticaton SOV Busulones S
¥0a Trmovet { View Analysis |[ Open || Save As_ | Display As [ Tavie = | ntormaton |{ Send |[ Print Version |f Export to Excel || Comments |
* 03 Employee Headcount FTE Reportng
0 Veleeps o OrgUnt$ Empoyee s | Empoyee's Name & Poston Residence Status 4
zi::::::’:;’:""""sm‘” ~ Rows 20001071 | PITECH Operstons 0132256 | GHONGE. AMOL 50000027 | BUS ANDTECHAPPSPECL 50 | H1B-Specety
(3 Career Banding * Orgunt 20001494 NSURANCE Financial Evaiation & Anlys. 70120509 WANG SULNG €0012658  NSURANCE CO EXAMMER | S0 H1B-Specaty]
02 Foreign Nationals * Employee 20001934 | DOT DO ONV4 Busisess Office 70210568 | LLES KESHA 80017453 | BUSHESS OFFICER | 02 (a)(4)- Asyied
« BO1E4. 15 Employment Eigibity Ver * Employee's Name 20003247 ' ENR SO ASNR MF T2 70225004 | BATTEPAT, SUNTA 80032776 BUS AND TECH APP ANALYST 50 | H1B-Specah
. ] = Paon 20003862 | ENR SO ASEN AQ OPS SP ViPsd 0202261 | PRABHU, PURVA £0035846  ENVRONMENTAL ENGNEERE S0 | H1B-Speci]
In-Compmaunton * Resdance WA | 3000219 1S SO DA RiM ADIBA Team 85 70215860 | SHERH, SALMAN 50038082 | BUS AND TECH APP ANALYST 50 | H1B-Specaty]
:gi:;'_:’:’;::;’x‘" .V"M':‘ 20004221 | HHS SO DA RM ADIOp & Sya gt 8 70216353 | VAKA SREENADHA 0038140 | BUS ANDTECH APP ANALYST 50 | H1B-Specety
8 Lophisive Roports TP — 0004401 45 SO 0K PH VICH COSA RALEGH £ 70245150 | COYOC. ELAZAR 80040821 | SOCIAL WORK SUPVR ¥ 3 | 11 - Excrang)
»oEEOC = 0004538 | HHS SO DH PH WCH CDSA GREENSBORO C 70202626 SHMOML ADY £0040512  OCCUPATIONAL THERAPST| S0 H1B-Specatyl
» 3 Quaiicatons - Employes Group | [RO004665 | HHS SO DH PH EPI SLPN ENVIRONMNTAL SCIE | 70221684 | ZHANG, ZHONG £0041294 | CHEMST | 50 H1B-Specan]
3 Leave Balances  Employes Subgroup  [PO00468T | HHS SO OH PH CDISCHS STATSERVICES A 70189300  SCHMD, DOROTHEE 80041551 SOCIAUCLIN RESEARCH SPEC 50 H1B-Specaty]
Ik Bgyes Tint i Acints * Emnic Orighn 70225001 | FAN, YUAN 60041441 | SOCIAL/CLIV RESEARCH SPEC 37 | F-1 - Student
'g:’;‘""’ * Geader booos74s | Hs 5O O Py IO TECHNOLOGY £ 0207975 | N, JANSHUO £0041426  BUS AND TECH APP ANALYST |50 H1B-Speciety
¥ i iy -:m 2005056 | s Ow Cancal Sva-tigt Support Svs U632 | ANNAURAJ, SOOHARTHA | 80043955  PHYSICIAN - A 50| H1B-Specat
5 Dacipinary Acticos Sras 0005258 | nS 50 04 81 Criet PsycniamasOi A TO14272 | NATHAN SHUIAAT 80045645 | PHYSCINE-B 50 H18-Specet
« OrignatHrs Date: P000S48E  MHS JUH NSU Physicans T0213439 UGOCHUKYA), KINGSLEY 80048135 PHYSICAN -8B S0 H1B-Specaiy
RO00S543 | HHS JUM Rec Services 70157748 SHORTEL. SUSAN 0047509  REMABILITATION THERAPST 50 | H1B-Specietyl
* Personnel Area £ it AL
“persomneiSuberes | [Pepe  'Bi2ixixl A - -
+ Pos Adde Cty = "
« Pos Adde Strest =
ey — Drag and drop fields onto the
Py report
Ve Date of sve
Via Date of entry
SLIDE 161 State of North Carolina
_ Office of the State Controller .

On the next screen, you can literally drag and drop any of the
fields from the free characteristics list onto the report. The rows
and columns above the free characteristics section automatically
default into the report.

You can print the report, write comments, send to someone else,
or export to an Excel spreadsheet.

Notes
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Accessing BEACON SAP Reports

=
Menu Edit Favorites Extras System Help

) 1 0H 0 CHE N0 BE 8

SAP Easy Access

LIClR )]

b (5 office
P (3 Cross-Application Components
P (7 Logistics
b (J Accounting
= &3 Human Resources
2 Manager's Desktop
<~ &) Personnel Management
= 3 Administration
D (J HR Master Data
< & Info System
< &3 Reports
P (J Employee
(3 Organizational Entity
(3 Documents
(3 Administration US
(3 Administration Canada
(3 Administration Taiwan
(3 Administration Japan
(3 Administration Malaysia
(3 Administration Brazil
(3 Administration Public Sector Great Britain
(3 Administration Public Sector Belgium
2 Ad Hoc Query

VOO T

State of North Carolina
Office of the State Controller

The BEACON SAP reports are accessed via the Easy Access
screen, or by using the applicable transaction code. The reports

are categorized according to employee, Organizational
Management, documents, administration compliance and

administration garnishments.

Since the report output is determined by your security role, you
will only see those employees for which you have been given

security access.

Notes
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Entering Selection Criteria

Program Edit Goto System Help

(] 4B e DHR DLL0 BE @@
Employee List
R

I Further sslactions I¢> Search hslps | & Sort order |®  ong stucturs

Period
®Today O Cunent month Cument year

OUp to today O From today
O Other period

Data Selsction Perio I B Further selections

Person selaction period

button
Personnel Number | =
Employment status =0 B
Employes group =
Employee subgroup 2|
Repont-specific selections
Last name >
Name at birth E
First name )|
Nationality =
New employees in period 1o El
Gender
® Both genders O Only male O Only female

List format
[ Cost center text required

State of North Carolina
Office of the State Controller

Notes
In BEACON SAP, the first screen of each report allows you to specify the

data you want to view in a report. The type of fields that display on the
selection screen differ for each report.

NOTE! You should never run the report without specifying the selection
criteria. If you do not specify selection criteria, the BEACON SAP system
must search through the entire database for the employees to which you
have security access. If several people are running reports at the same
time without any selection criteria, the capacity of the BEACON SAP
reporting system is unnecessarily taxed which could result in a slow
response.

BEACON SAP reports have many options and functions. In this class, we
only cover a few of them. The selection screen includes:

» Period: Select specific time frames that you want included in the
report. To specify a specific date (or range), you must select the other
period radio button, and then enter the dates.

* Selection: In this area, you select the specific criteria you want
included on the report, for example, personnel area, employee status,
just to name a few.

* Further selections button: Use this function if you want to add, or
remove fields to the Selection area. Observe in the illustration, the
Personnel Area and Personnel Subarea fields are not present in the
Selection area. You can use the Further selections button to add those
fields to the screen.
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=
Program Edit_Goto System _Help
Vs

Using Multiple Selections

& 9B e SRR IANDaS (AR

Employee List
(S

Futher selections | ® __ Searchhelps | & Sort order

[® O stucture |

Period

Data Selection Period
Person selection period

Selection
Personnel Number
Employment status 0
Personnel area
Personnel subarea
Employee group
Employee subgroup

To

(& Multiple Selection for Personnel Number

EELEGLV AT O Select Ranges , Exclude Single Values , Exclude Ranges

0_[Single val i
c ]

V9_022409

Report-speciic selections
Last name
Name at birth
First name

-

[ («][v]

Nationality
N

= Multiple selection buttons

[®][v]/&) B2 8] Mutiple selection. |[@]H)[X]

List format

The yellow arrows beside each field are called multiple selection
buttons. When you click the arrow, a new window is displayed.
On that window, you can use the tabs to indicate :

» Additional single criteria

* Arange of criteria

» Single criteria to exclude

* Arange of criteria to exclude

Observe in the illustration above, that the Selection button was
used to add the Personnel Area and Personnel Subarea fields
and they now display on the screen as fields to be used for
selection criteria.

Entering the appropriate selection criteria is key to getting
accurate report results. For example, if you narrow your
selection criteria too small, you may get a message that there are
“no values”.

State of North Carolina
Office of the State Controller

Notes
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Executing a Report

Qc0e 0NEBENe B0 08
Rrplovee Lis Stop the transaction |

Search helps | & Sotorder |9  Org stuctwe |

L Further
Period

@ Today O Current year
O Up to today
OOther perind Execute button

Data Selection Period

3

Person selection period

Selection
Personnel Number
Employment status =0
Personnel area 0201
Personnel subarea NCO1
Employee group A
Employee subgroup XC)

[slelalals]s

Report-specific selections
| Last name

Name at bith

First name

s [o[ale]s

Nationality
New emplayses in period
Gender

©Both genders O 0nly male O Only female

List format
[ICost center text required

When you have entered all of the selection criteria, click the
Execute button to run the report.

NOTE: Sometimes when you are running a report, or performing
other transactions, the system may display to be taking an
inordinate period of time. You can stop the transaction by
clicking the icon at the top left of the screen, and selecting Stop
Transaction from the menu.

State of North Carolina
Office of the State Controller

Notes
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* Run the Date Monitoring Report

—d 3
State of North Carolina
Office of the State Controller

The Date Monitoring Report can be run from the SAP Easy

Access screen via the following menu:

Select SAP menu > Human Resources > Personnel
Management > Administration > Infosystem > Reports >
Employee > Date Monitoring (S_PHO_48000450).

In addition, you can run a report on due tasks in Bl. The report,
B0099 — Employee Deadline Dates (illustrated below).

B0099: Employee Deadline Dates

|} | Information || Print Version || Export to Excel |

Org Unt &
20001723

20001731
20001744

V9_022409

Original Hire Date &  Posttion &

DOT T/ENTER SVCS/NFRASTRUCTURE SVCS  01/12/2008 60083805
60088813

DOT M/ENTER SERVICES/PROG MGT SERVICES ~ 01/12/2008 60015192
DOT IM/PROG MGT SERVICES/PROJ MGT 011272008 60015273

It Manager Systems
It Manager Systems
Information Technology Director

Notes
Deadine Type >  End Date S
End of probation  10/12/2008
End of probation  10/12/2008
End of probation  10/12/2008

Business And Technology Applic Analyst End of probation

10/12/2008
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* Run the Work Flow report for PA
— ZPA0189

—d 3
State of North Carolina
Office of the State Controller

Notes
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Lesson Review

In this lesson you learned to:

* ldentify the two applications that house reports

« Describe how to access reports in both applications
* Describe the available HR reports

* Add additional fields to a BEACON SAP report

« Use multiple selections in a specific field

* Execute and view a BEACON SAP HR report

State of North Carolina
Office of the State Controller

Notes
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Course Map

Lesson 1: Personnel Administration Review

Lesson 2: Introduction to Actions

Lesson 3: Entering Employees into BEACON SAP

Lesson 4: Adjusting Salaries

Lesson 6: Separating Employees

Lesson 7: Updating Employee Data

Lesson 8: Updating Benefits Adjustments

Lesson 9: Connecting the BEACON Dots

Lesson 10: HR Reports Overview

[
[
[
[
[ Lesson 5: Promoting Employees
[
|
[
[
[

Lesson 11: Course Review

State of North Carolina
Office of the State Controller

Notes
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Course Review

In this course, you learned to:

» Recall terms and concepts from the Personnel
Administration Terms, Concepts and Display Data course

» Create new records associated with the life cycle of an
employee

* Describe the process for the various actions
*  Modify existing employee data

» Explain how Personnel Administration Actions affect Time,
Benefits and Payroll

» Identify the options to access reports

4= State of North Carolina
SLIDE 170 Office of the State Controller

Notes
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Level 1 — Course Evaluation

Level 1 evaluations « e2C®

are used by the prtven =

BEACON Training
Team to ensure
students are
experiencing their
instruction in an
environment and
method that is
conducive to learning.

tenden

Hannny suncuuie
Self-Reported Training

Learning Activity
Evaluations

Instructor Schedule

Learner Approvals

toattend any of the classes listed below on or after the date listed, you 8

Own Book if Class Takes Place on or After

State of North Carolina
Office of the State Controller

Level 1 Evaluations

The Level 1 class evaluation is accessed as shown above
(Learner Home Page > Learn > Learning Activity
Evaluations).

Ask your instructor if you have any difficulty accessing the
course evaluation.

Notes
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Next Steps

Monitor BEACON communication
— BEST Shared Services web site (especially the Updates tab)
+ URL: http://www.0sc.nc.gov/BEST/index.html

— BEACON Training website: What’s New link
* URL: http://www.0sc.nc.gov/beacon/training/whats _new.html

Review conceptual materials

Access BEACON Help

— Access from an SAP transaction
« URL: http://help.mybeacon.nc.gov/beaconhelp

Practice what you've learned
« URL: https://mybeacon.nc.gov
— Client 899

— Use your current NCID user name and password

State of North Carolina
Office of the State Controller

Continue to monitor updates on the BEACON University website
for information regarding any future training that you are scheduled
to attend.

Keep your training materials close by as a ready reference.

Want to practice what you have learned from your desk?

» Follow the link provided above to access the training client
on the BEACON website. The training client is number 899.
Your current NCID user name and password are used to
access the practice environment.

Need transactional assistance after go live?

* Remember to access BEACON help when you need
assistance in completing transactions. As stated above, the
work instructions can be accessed either on line or by
clicking on BEACON help from within an SAP transaction.

Notes
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Conclusion

[/
j

CONGRATULATIONS

You have completed the course

Please complete your course evaluation!

State of North Carolina
Office of the State Controller

Notes
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